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OVERVIEW 

TRANSITION  TOTE  SYSTEM 


The  Transition  Tote  System  is  a  tool  designed  to  prepare  high 
school  students  who  are  blind  or  visually  impaired  for  the  world  of 
work.  To  accomplish  this,  students  are  given  information  in  the 
lessons  and  encouraged  to  engage  in  hands-on  experiences  related  to 
each.  While  the  lessons  are  written  to  the  student  as  audience,  most 
students  will  require  support  from  people  with  whom  they  are  in 
relationship  personally  or  professionally,  referred  to  as  facilitators. 
Thus,  a  facilitator  might  be  a  parent,  friend,  teacher,  advocate,  or 
counselor:  anyone  who  is  willing  to  make  a  commitment  to  assist  the 
student  in  becoming  a  contributing,  self-actualized  adult. 

The  system  includes: 

Tote  Case.  A  soft-sided  organizer  that  students  can  use  to  keep 
track  of  materials  during  their  school  years,  during  job  searches, 
and  beyond. 

Student  Manual.  A  workbook  and  guide  comprised  of  30 
lessons  divided  among  five  units:  Getting  Started,  Self- 
Awareness,  Work  Exploration,  Job-Seeking  Skills,  and  Job- 
Keeping  Skills.  Each  lesson  gives  information  on  a  topic,  an 
assignment,  and  an  example  of  how  a  visually  impaired  student 
might  complete  the  assignment.  A  3.5”  IBM  disk  that  holds 
Student  Manual  forms  and  checklists  accompanies  the 
document. 

Information  Supplement.  A  manual  that  offers  facilitators 
(teachers,  parents,  or  significant  others)  adaptations  for  each 
lesson,  to  use  when  working  with  students  who  require 
additional  support  (see  Student  Levels  of  Cognitive  Functioning, 
page  5).  Even  when  working  with  the  most  independent 
students,  the  supplement  can  be  a  useful  resource  for  forms  (see 
page  125)  and  lesson  ideas.  The  Student  Manual  is  duplicated  at 
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the  back  of  the  Information  Supplement  for  easy  reference  to  the 
text  of  the  lessons.  The  contents  of  the  Information  Supplement 
are  also  available  on  a  3.5”  IBM  diskette.  Contact  the  American 
Printing  House  for  the  Blind  for  purchase  information,  should 
this  medium  be  useful  to  you  or  other  facilitators. 

The  presentation  of  the  information  can  be  modified  to  suit  the 
characteristics  of  students:  a  small  percentage  may  be  able  to  read  the 
lesson  independently,  complete  the  assignment,  and  turn  it  in  to  a 
facilitator  for  review  and  feedback.  Most,  however,  will  need  to  have 
the  learning  environment  and  materials  structured  for  them  by  a 
facilitator.  The  Information  Supplement  offers  suggestions  on  how  to 
present  lessons  to  students  who  need  significant  facilitator  support. 

The  lessons  are  flexible.  They  can  be  used  one-on-one  with 
individual  students  or  in  student  groups.  While  they  were  developed 
specifically  for  blind  and  visually  impaired  students,  they  can  also  be 
used  with  an  integrated  group  of  diverse  students.  Facilitators  can 
determine  the  pace  of  presentation,  such  as  working  for  twenty 
minutes  two  or  three  times  a  week  or  holding  a  longer  session  once  a 
week.  The  material  can  be  used  in  its  entirety  or  topical  segments  can 
be  pulled  out  to  use,  for  example,  in  job  club  groups,  training  week¬ 
ends,  or  short  courses. 

The  contributions  made  by  a  facilitator  can  be  instrumental  in  a 
student’s  success.  Preparing  to  find  meaningful,  satisfying  work 
requires  a  great  deal  of  information  and  experience.  Authentically 
supporting  the  student  with  a  visual  disability  in  developing  these 
skills  is  the  role  of  the  facilitator.  This  means  giving  honest  feedback, 
providing  the  student  the  opportunity  to  experience  a  variety  of  work 
and  social  environments,  and  offering  coaching  in  how  to  handle  the 
types  of  questions  and  situations  that  inevitably  occur  as  the  student 
who  is  blind  or  visually  impaired  encounters  the  world  of  work. 
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STUDENT  LEARNING  STYLES 


♦  Auditory  These  students  learn  better  when  information  is  spoken. 
They  do  well  with  a  lecture  or  discussion  format.  They  tend  to 
remember  things  heard  on  tape,  over  the  radio-through  any 
auditory  medium.  It  can  be  helpful  for  auditory  learners  to  repeat 
information  verbally,  which  gives  them  an  additional  exposure  to 
it. 

♦  Kinesthetic  This  student  learns  best  when  the  learning  involves 
movement.  Kinesthetic  learners  often  like  sports,  dancing,  and 
being  physically  active.  Allow  for  some  degree  of  freedom  of 
movement  in  the  learning  environment  as  part  of  the  presentation 
of  information. 

♦  Tactile  Tactile  learners  receive  information  best  through  their 
sense  of  touch.  “Hands  on,”  experiential  learning  situations  serve 
them  well. 

♦  Visual  People  who  most  easily  understand  and  remember 
information  when  it  is  presented  in  print  form  and  visual  displays 
(e.g.,  graphs,  diagrams,  and  pictures)  are  visual  learners. 

♦  Individual  This  person  does  best  in  learning  situations  where 
students  work  alone,  without  a  high  degree  of  interaction  with 
others. 

♦  Group  These  learners  work  well  in  collaboration  with  others. 
They  can  stay  on  task  and  leam  while  participating  in  sharing 
interchanges. 
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♦  Oral  expressive  Some  students  understand  and  retain 
information  best  if  they  can  talk  about  it.  An  oral  examination 
format  is  preferable  with  this  type  of  learner,  giving  them  the 
opportunity  to  respond  verbally  in  order  to  demonstrate  their  grasp 
of  the  material. 

♦  Written  expressive  These  students  like  to  write  down 
information.  It  is  easier  for  them  to  organize  their  thoughts  in 
writing  rather  than  verbally.  A  test  situation  that  uses  a  written 
medium  permits  these  students  to  optimally  demonstrate  their 
knowledge. 


These  learning  style  categories  are  not  mutually  exclusive:  several 
may  apply  to  any  one  individual  Observing  your  students  and  asking 
others  for  their  input— student,  family  members,  teachers,  employers, 
and  others— can  assist  you  in  identifying  the  best  way  to  customize 
the  learning  environment  for  each  student . 
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STUDENT  LEVELS  OF 
COGNITIVE  FUNCTIONING 


♦  Informational  At  this  level,  students  are  good  readers  and 
observers.  They  can  be  given  involved  verbal  directions  and  be 
expected  to  follow  through.  These  students  cope  fairly  well  with 
the  traditional  content  approach  to  teaching.  The  teacher  can 
lecture  or  lead  discussions  in  topical  areas  and  students  are  capable 
of  applying  what  they  have  heard  and  seen.  Students  learn  by 
trying  out  new  concepts  in  the  environment  and  modifying  them  to 
suit  their  needs.  Minimal  assistance  is  needed. 

♦  Instructional  At  this  level,  students  are  average  performers. 
They  can  read  and  learn  through  observation,  but  demonstration  is 
helpful.  They  can  follow  directions  but  prefer  to  be  shown  and  told 
how  to  perform.  These  students  respond  best  to  process  teaching  in 
which  the  information  is  functionally  demonstrated,  step-by-step. 
Thus,  the  teacher  presents  content  and  also  demonstrates  to 
students  how  to  perform,  instead  of  assuming  they  will  be  able  to 
apply  what  has  been  talked  about  or  read  outside  the  classroom. 
With  practice  and  training,  it  is  anticipated  that  the  majority  of 
these  students  will  live  independently  and  work  competitively.  An 
average  amount  of  help  and  ongoing  support  is  needed  by  these 
students. 

♦  Advocacy  At  this  level,  students  function  significantly  below 
average  in  most  areas  of  academics  and  daily  living  skills.  These 
students  require  intensive  instruction,  frequently  on  a  one-to-one 
basis.  Combinations  of  teaching  methods  will  be  necessary  to  get 
concepts  across  to  students.  Instructions  may  need  to  be  spoken, 
and  active  instruction  may  be  most  effective.  Since  learning  will 
not  readily  transfer  from  one  setting  to  another,  it  is  desirable  to 
teach  skills  in  the  specific  environment  in  which  they  will  be  used. 
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Process  learning  is  a  must,  with  learning  tasks  broken  down  into 
small  steps.  Many  students  at  this  level  will  be  able  to  live  and 
work  in  the  community  with  supports  such  as  attendant  care, 
supervised  living  arrangements,  and  job  coaches.  Extensive 
support  is  required,  perhaps  for  life. 
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UNIT  OVERVIEW 
GETTING  STARTED 


In  preparing  for  the  work  that  will  be  done  throughout  the  Tote 
Student  Manual ,  it  is  important  that  the  student  understand  the 
Transition  Tote  program  and  establish  an  organizational  structure  to 
use  as  he  or  she  works  through  the  lessons.  Of  course,  some  students 
will  need  greater  facilitation  in  this  area  than  others,  but  it  is 
important  to  have  student  competence  as  the  goal.  The  lessons  in  this 
unit,  Getting  Started,  can  be  used  by  the  facilitator  as  an  assessment 
of  the  students’  ability  to  comprehend  and  work  within  a  system  of 
organization,  and  of  the  degree  to  which  the  student  can  learn  to 
function  independently.  Many  students  have  had  limited  experience 
organizing  their  materials.  By  taking  time  to  present  and  practice 
techniques  of  organization  such  as  filing  systems,  the  Tote  Case,  and 
“To  Do”  lists,  the  student  can  develop  organizational  skills  to  apply  in 
a  variety  of  life  domains,  not  just  in  their  activities  related  to 
transition.  Establishing  an  understanding  of  the  Tote  System  and 
developing  an  organizational  infrastructure  are  the  purposes  of  the 
Getting  Started  unit. 

It  is  suggested  that  a  facilitator  work  with  all  students  initially, 
providing  the  oversight  and  support  necessary  to  get  them  off  to  a 
good  start.  Once  the  facilitator  has  monitored  the  student’s  efforts 
over  the  course  of  a  few  lessons,  the  level  of  ongoing  support  required 
will  be  evident.  As  mentioned  above,  some  students  may  be  able  to 
move  through  the  lessons  fairly  independently,  but  most  will  need 
instruction.  The  adaptations  suggested  for  each  lesson  can  help 
structure  ongoing  facilitator  assistance  for  those  students  who  require 
it. 

Informational  level  students  may  not  require  any  overt 
intervention  at  all— a  facilitator  may  even  seem  superfluous.  However, 
if  an  informational  level  student  does  need  assistance,  the  facilitator 
should  follow  suggestions  provided  for  instructional  level  students 
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with  the  understanding  that  informational  level  students  will  likely 
need  less  guidance  and  demonstration  than  instructional  level 
students.  Informational  level  students  may  well  be  able  to  use  the  Tote 
System  materials  unassisted.  However,  caregivers  and  interested 
adults  in  their  lives  will  want  to  provide  positive  feedback  about  their 
efforts  in  order  to  encourage  them  to  use  the  materials  and  take 
advantage  of  the  many  opportunities  that  are  presented  in  the  Student 
Manual.  If  students  are  not  taking  advantage  of  the  learning 
opportunities  presented  in  the  Student  Manual ,  a  facilitator  will  want 
to  probe  to  discern  whether  the  lack  of  involvement  is  because  of  a 
problem  with  understanding  or  a  lack  of  motivation— in  either  case, 
the  facilitator  must  determine  through  empathetic  confrontation  what 
the  student  needs  in  terms  of  external  intervention  from  the  facilitator. 
The  facilitator  can  then  take  the  student  through  the  steps  in  the 
problem  solving  model  (see  GS  4:  Problem  Solving)  to  determine 
what  needs  to  be  accomplished. 
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GS  1 

INTRODUCTION 
Student  Manual  reference:  3-17 


LESSON  OBJECTIVES 

♦  Become  familiar  with  purpose  of  Transition  Tote  System 

♦  Become  familiar  with  components  of  the  Transition  Tote  System 

♦  Consider  uses  for  Tote  Case  features 

♦  Consider  various  filing  systems  for  assignments 

♦  Determine  additional  candidates  for  facilitator  role 


ADAPTATIONS 

Instructional  The  facilitator  will  want  to  explore  the  Tote  Case 
with  the  instructional  level  student.  The  facilitator  may  want  to 
demonstrate  the  case’s  uses.  For  example,  show  a  student  how  easily  a 
calculator  or  APH  SlateHolder  would  affix  to  the  Velcro  strip  inside 
the  case  and  review  features  of  the  APH  calendar,  such  as  the  holidays 
and  the  demarcation  of  the  phases  of  the  moon  listed  at  the  back  in 
braille.  Show  how  the  center  section  will  accommodate  a  laptop 
computer  or  a  four-track  tape  player,  demonstrate  how  a  cane  or 
umbrella  will  slide  into  the  sleeve  provided,  describe  or  demonstrate 
how  the  clips  for  the  flap  operate,  discuss  uses  for  the  outside  pockets, 
and  so  forth.  Be  sure  that  the  student  can  manipulate  materials  and 
locate  all  the  features  of  the  case.  Ask  the  student  to  show  the 
facilitator  and/or  other  interested  parties  what  he  or  she  will  put 
where.  With  instructional  level  students,  the  facilitator  will  want  to 
observe  to  see  whether  students  are  using  the  case’s  features  on  a 
routine  basis.  If  so,  give  the  student  positive  feedback  and  encourage 
ongoing  participation.  If  not,  analyze  with  the  student  what  features 
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are  confusing  or  forgotten  and  re-orient  the  student  to  them.  It  is  only 
through  the  student’s  demonstrated  competence  that  the  facilitator 
knows  that  the  student  understands  the  importance  of  the  case  and  can 
apply  what  he  or  she  is  learning  in  the  Student  Manual  lessons. 

Advocacy  The  facilitator  will  need  to  review  the  Student  Manual 
and  study  the  features  of  the  Tote  Case ,  its  organization,  and  how  the 
various  features  might  be  used.  Next,  determine  the  most  effective 
method  of  presenting  the  Tote  Case  to  the  student,  taking  into 
consideration  the  student’s  functioning  level,  preferred  learning 
style(s),  and  personality.  Introduce  component  parts  of  the  Tote  Case 
in  an  order  and  at  a  pace  that  allows  the  student  to  assimilate, 
understand,  and  master  the  application  of  one  feature  before  moving 
on  to  the  next.  If  the  student  cannot  open  the  case  independently,  this 
will  be  an  early  objective.  There  needs  to  be  something  inside  the  case 
that  serves  as  the  reason  the  student  is  learning  to  open  it--perhaps  an 
item  that  the  student  uses  regularly  or  something  attached  to  the 
Velcro  on  the  flap.  If  the  student  is  not  capable  of  opening  the  case 
independently,  the  student  might  keep  a  regularly  used  item  in  an 
outer  pocket  of  the  Tote  Case ,  retrieving  it  independently.  As  the 
student  becomes  more  competent  with  the  Tote  Case ,  consider 
ways/reasons  to  explore  and  utilize  features  such  as  the  clipboard,  a 
folder,  and  the  calendar:  whatever  items  are  stocked  in  the 
individual’s  Tote  Case .  No  matter  how  it  is  used,  it  is  important  that 
Tote  Case  exploration  be  tied  to  functional,  concrete  activities  and 
events  in  the  student’s  program  in  order  to  help  the  student  make 
connections  between  form  and  function.  The  facilitator  will  need  to 
decide  upon  the  type  of  filing  system  to  use,  taking  into  consideration 
the  student’s  capabilities  and  habits.  Some  advocacy  level  students 
will  be  able  to  master  most  aspects  of  their  Tote  Case ,  while  others 
may  need  ongoing  support. 
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GS2 

ORGANIZATIONAL  SKILLS 
Student  Manual  reference:  18  -  23 


LESSON  OBJECTIVES 

♦  Understand  need  for  a  system  of  organization 

♦  Understand  need  to  consistently  use  system 

♦  Understand  characteristics  by  which  it  is  possible  to  organize  (e.g., 
color,  size,  texture) 

♦  Determine  student-specific  Tote  Case  contents 

♦  Decide  upon  system  for  filing  assignments 


ADAPTATIONS 

Instructional  For  instructional  level  students,  the  facilitator  will 
want  to  have  examples  of  various  sets  of  file  folders  (e.g.,  bold  and 
pastel  colors,  paper  and  vinyl,  manila  single  cut  and  tri-cut,  see- 
through,  and  so  forth)  to  demonstrate  the  range  of  choices  and  their 
ease  of  use.  The  facilitator  needs  to  be  prepared  to  discuss  the  filing 
system  he  or  she  personally  uses,  as  well  as  systems  commonly  used 
by  others,  such  as:  alphabetical  filing,  numeric  filing,  alpha-numeric 
filing,  filing  by  dates  or  subject,  and  filing  by  color.  The  facilitator 
will  want  to  consider  bringing  an  array  of  labeling  materials  (e.g., 
labeling  tape,  plastic  labeling  sheets,  pre-formed  cassette/disk  labels, 
locator  dots,  markers)  for  the  student  to  peruse.  Ask  students  what 
systems  they  currently  use,  and  show  examples  of  files,  folders 
(standard,  as  well  as  pocket  and  expanding  folders  in  both  paper  and 
vinyl),  boxes,  file  drawers,  rolodexes,  recipe  boxes,  and  other 
organizing  tools. 
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Advocacy  If  the  student  has  a  system  for  marking  materials,  such 
as  a  specific  symbol  or  texture  he  or  she  associates  with  possessions, 
attach  the  same  designator  to  the  Tote  Case.  Work  on  identifying  the 
Tote  Case  as  the  student’s  property  and  responsibility.  Be  sure  the 
student  knows  where  it  is  kept.  The  facilitator  will  need  to  select  a 
filing  system  for  the  student:  check  with  other  sources— parents, 
teachers,  program  information— for  knowledge  of  systems  that  have 
been  used  effectively.  Try  to  carry  over  whatever  techniques/systems 
are  currently  being  used  with  the  student  into  this  organizational 
system.  For  example,  if  the  student  is  using  a  calendar  box,  consider 
putting  a  thermoformed  sheet  with  the  same  symbols  or  other 
representational  object  in  the  Tote  Case  calendar  slot.  A  simplified 
folder  system  in  which  there  are  two  folders,  “To  Home,”  and  “To 
School,”  can  help  students  begin  to  grasp  concepts  of  communication, 
responsibility,  and  organization.  Oftentimes,  a  notebook  system  for 
information  may  already  be  set  up  for  communication  between  school 
and  home.  If  so,  consider  placing  the  notebook  into  the  appropriate 
folder  and  using  the  Tote  Case  to  transport  it,  even  if  parents  assist  in 
moving  the  notebook  from  one  folder  to  the  other.  If  no  system  exists, 
begin  some  type  of  basic  communication  between  home  and  school, 
even  if  it  is  just  a  photocopied  note  in  which  daily  performance  is 
indicated  by  a  check  mark.  Use  the  Tote  Case  to  transport  the  note 
back  and  forth.  It  is  recommended  that  completed  assignments,  such 
as  the  personal  data  sheet  (see  JS  3:  Personal  Data  Sheet),  be  placed 
into  the  Tote  System  and  also  be  duplicated  in  the  facilitator’s  filing 
system.  Key  paperwork  pieces,  such  as  the  personal  data  sheet  or 
sample  applications,  can  be  copied  and  sent  home  for  parent  or 
caregiver  use.  For  the  most  part,  the  facilitator  (or  another  designated 
person)  will  be  primarily  responsible  for  the  organization,  filing,  and 
maintaining  of  assignments  produced  through  the  Tote  System. 
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GS3 

TIME  MANAGEMENT 
Student  Manual  reference:  24  -  28 


LESSON  OBJECTIVES 

♦  Identify  primary  daily  activities  of  student 

♦  Establish  a  daily  “To  Do”  list 

♦  Determine  a  system  of  incorporating  “To  Do”  list  into  daily 
routine,  using  Tote  Case 


ADAPTATIONS 

Instructional  It  is  helpful  for  the  facilitator  to  share  his  or  her  own 
personal  “To  Do”  list  as  a  model.  Then,  introduce  the  lesson  to  the 
students,  guiding  them  in  constructing  their  own  lists.  Have  them 
share  each  morning  or  at  a  specified  time  what  they  have 
accomplished  and  what  is  on  their  “To  Do”  lists  for  the  next  day. 
Insist  the  list  be  brailled  or  printed  unless  the  student  is  unable  to  do 
either  because  of  medical  or  cognitive  impairment.  If  it  is  necessary, 
the  list  can  be  tape  recorded.  Ask  students  to  read  their  lists  aloud.  If 
students  are  reticent  to  produce  “To  Do”  lists  of  their  own,  encourage 
them  to  write  out  a  daily  list  with  assistance  from  a  facilitator  who,  in 
this  case,  could  be  a  peer. 

Advocacy  The  “To  Do”  list  is  produced  by  the  facilitator  in 
collaboration  with  the  student.  It  is  written  in  simple,  clear  language 
with  only  a  limited  number  of  items  listed.  For  example,  a  list  could 
include:  “1.  Bring  Tote  Case  back  to  school;  2.  Bring  change  of 
clothing  for  field  trip.”  The  next  day,  the  facilitator  (or  other)  would 
review  the  list  with  the  student  and  check  off  those  items  that  were 
accomplished.  If  the  student  is  cognitively  unable  to  work  in  this  way, 
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the  facilitator  can  work  directly  with  the  parent  or  caregiver  on  the 
“To  Do”  list,  where  the  parent  checks  off  items  as  they  are 
accomplished  and  the  student  serves  as  the  go-between.  By 
establishing  this  system,  it  is  hoped  that  the  student  will  begin  to  get 
the  idea  that  there  is  method  in  how  people  get  things  done. 

Another  suggestions  is  to  use  a  calendar  box  in  conjunction  with 
the  “To  Do”  list  by  placing  a  small  bit  of  paper  or  another  symbol  in 
the  first  section  to  indicate  reviewing  the  list  in  the  morning,  and 
moving  it  to  the  last  section  as  a  reminder  for  the  student  to  take  his 
or  her  new  list  home  in  the  afternoon,  using  the  Tote  Case  to  transport 
it. 
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GS  4 

PROBLEM  SOLVING 
Student  Manual  reference:  29  -  36 


LESSON  OBJECTIVES 

♦  Understand  how  to  analyze  a  problem 

♦  Understand  steps  in  problem  resolution 

♦  Develop  an  action  plan 

♦  Know  how  to  gain  support  from  others  for  the  plan 

♦  Know  how  to  monitor  efforts  toward  accomplishing  goals 


ADAPTATIONS 

Instructional  Share  a  personal  problem  and  analyze  it  with  the 
students.  Pick  something  that  is  not  related  to  a  personality  goal,  but 
rather  something  like  an  achievement  goal.  Have  it  written  out  and/or 
brailled  to  give  students.  Ask  students  to  select  a  problem  to  discuss 
and  then  have  them  write  it  out.  With  instructional  level  students,  the 
facilitator  may  have  to  work  through  the  chosen  problem  with 
students,  guiding  them  through  the  problem  solving  steps  detailed  in 
the  lesson.  Brainstorming  sessions  can  be  held  as  a  class  group. 
Encourage  students  to  keep  a  journal  to  demonstrate  their  progress 
once  they  have  set  a  goal  and  developed  a  written  action  plan.  The 
facilitator  will  want  to  note  specific  checkpoints  on  his  or  her 
calendar  at  which  to  assess  students’  progress. 

Advocacy  While  problem  solving  involves  relatively  high  level 
cognitive  processes,  it  is  a  valuable  tool  to  use  on  behalf  of  the 
advocacy  level  student.  In  researching  the  contributing  factors  of  the 
identified  problem,  the  facilitator  can  use  observation  and  information 
from  parents,  professionals,  and  records  to  form  a  complete  profile  of 
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the  problem.  For  example,  if  a  student  consistently  cries  when 
entering  the  cafeteria,  the  facilitator  must  determine  if  there  is 
something  in  the  environment  that  the  student  finds  disturbing,  such 
as  the  noise  level,  activity  level,  or  an  association  with  a  similar 
environment.  Consulting  with  those  who  have  had  or  currently  have 
interactions  with  the  student  may  give  additional  clues.  After 
determining  the  answers  to  the  questions  regarding  contributing 
factors,  the  facilitator  can  develop  an  action  plan  and  enlists  the  help 
of  others  in  implementing  and  monitoring  it.  Consider  sharing  this 
problem  solving  technique  with  the  student’s  parents  and  caregivers 
in  order  to  encourage  a  consistent  approach  to  communicating  about 
and  remedying  problems. 
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UNIT  OVERVIEW 
SELF-AWARENESS 


It  is  valuable  for  individuals  to  be  knowledgeable  about  personal 
characteristics  such  as  appearance,  behavior,  values,  interests,  and 
preferred  ways  of  relating  to  others.  To  the  extent  that  people  are  self- 
aware  (i.e.,  can  identify  these  personal  characteristics),  the  decisions 
and  choices  they  make  tend  to  be  satisfying.  This  is  true  in  all 
domains,  including  daily  living,  recreation,  financial,  medical, 
community  involvement,  and  the  specific  focus  of  this  program, 
work. 

For  someone  with  severely  limited  vision,  a  great  deal  of  the 
information  that  contributes  to  self-awareness  is  absent.  For  example, 
it  is  difficult  or  impossible  to  get  visual  feedback  about  one’s 
appearance  and  the  appearance  of  others.  Because  of  this,  blind  and 
visually  impaired  students  frequently  have  no  “norm”  against  which 
to  compare  themselves.  In  addition,  their  ideas  about  the  norm  can  be 
so  skewed  by  misinformation  that  they  don’t  know  if  they  are  close  to 
or  are  far  away  from  average.  Appearances  are  important  in  the  world 
of  work,  and  students  must  be  educated  as  to  the  norms  and  given 
accurate  feedback  on  how  they  rate  in  reference  to  the  norms.  In  order 
to  have  the  opportunity  to  make  informed  choices,  blind  and  visually 
impaired  students  need  accurate  information  provided  by  others— both 
information  about  what  the  range  of  possibilities  are  for  appearance  in 
various  situations,  and  honest  feedback  about  their  personal 
appearance. 

In  an  attempt  to  be  kind  and  supportive,  many  people  do  not 
give  honest  feedback.  None-the-less,  it  is  truly  more  helpful  in  the 
long  run  to  be  direct  in  a  constructive  way,  rather  than  saying  what 
may  make  the  student  feel  better  at  the  time.  This  point  may  need  to 
be  emphasized  to  those  who  regularly  interact  with  the  student  in 
various  environments. 
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Another,  related  issue  is  that  of  “learned  helplessness.”  With 
the  best  of  intentions,  people  often  intervene  with  students  who  are 
visually  impaired  or  blind,  doing  things  for  them  that  it  would  be 
better  for  students  to  learn  to  do  themselves.  It  is  important  to 
remember  that  there  is  great  value  for  students  in  being  taught  how  to 
take  responsibility  for  completing  tasks  and  for  problem-solving  ways 
to  overcome  obstacles.  For  example,  if  a  classroom  teacher  always 
finds  assignments  from  the  student’s  desk  rather  than  expecting  the 
student  to  locate  and  submit  them  independently,  the  student  does  not 
learn  how  to  organize  his  or  her  materials.  Nor  does  that  student  have 
the  opportunity  to  learn  responsibility  or  have  the  experience  of  the 
same  teacher  as  does  the  rest  of  the  class.  It  may  take  longer  to  teach 
students  how  to  do  things  for  themselves,  but  helping  students 
develop  ways  to  act  independently  (or  to  solicit  help  when 
appropriate)  will  encourage  self-confident  participation  in  the  world. 

Without  vision,  experience  of  the  world  can  be  restricted,  often 
limiting  the  student’s  participation  in  life  activities  that  help  develop 
and  express  interests,  skills,  and  values— important  foundations  for 
career  planning.  For  example,  because  a  visually  impaired  student 
does  not  see  a  parent  working  in  a  home  workshop,  he  or  she  may  not 
be  prompted  to  ask  permission  to  pound  a  nail  or  saw  a  board. 
Without  this  exposure,  the  young  person  may  miss  the  opportunity  to 
gain  an  appreciation  for  fine  craftsmanship  or  to  uncover  a  skill  or 
interest  in  woodworking.  Multiply  this  times  the  many  instances  in 
which  observation  prompts  involvement,  and  it  is  easy  to  understand 
how  a  visually  impaired  young  person’s  world  is  often  constricted.  As 
you  facilitate  students’  work  in  this  unit,  encourage  them  to  ask 
people  in  their  network  about  their  interests,  skills,  and  values.  If 
possible,  expose  students  to  a  number  of  activities:  visit  a  local  park 
and  identify  trees  or  flowers,  go  bowling,  attend  a  concert,  and  then 
discuss  what  students  liked  and  disliked  about  each  experience.  Help 
students  begin  to  develop  self-awareness  as  a  result  of  their 
experiences,  such  as  being  someone  who  enjoys  the  outdoors,  prefers 
physical  activity  over  being  sedentary,  or  has  talent  in  the  arts. 
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SA  1 

MY  PERSONAL  NETWORK 
Student  Manual  reference:  47-52 


LESSON  OBJECTIVES 

Understand  that: 

♦  relationships  can  be  categorized  based  upon  certain  defining 
features 

♦  everyone  has  a  personal  network;  it  can  be  diagrammed  and 
checked  for  gaps 

♦  personal  networks  contribute  to  an  individual’s  quality  of  life 

♦  Complete  “My  Personal  Network”  assignment 


ADAPTATIONS 

Instructional  Discuss  the  meaning  of  “interdependence,” 
“independence,”  and  “dependence”  with  the  students,  pointing  out  the 
consequences  of  these  choices  in  terms  of  how  a  person  is  perceived, 
both  by  themselves  and  by  others.  Examples  are  helpful:  share 
experiences  during  which  you,  the  facilitator,  were  dependent, 
independent,  and  interdependent.  Examples  of  other  people’s  personal 
networks— other  facilitators,  teachers,  parents,  friends— are  also  very 
helpful.  Point  out  to  the  student  that  the  number  of  people  in  each  ring 
typically  (not  always)  grows  larger  as  you  move  out  from  the  center  of 
the  circle:  they  are  alone  in  the  center,  have  a  few  loved  ones  in  the 
next  circle,  more  in  the  friends  circle,  many  in  the  acquaintances  ring, 
and  so  forth.  If  the  student  has  vision,  use  the  chalk  or  marker  board 
to  fill  in  first  the  facilitator’s,  then  the  student’s  personal  network 
circles.  For  students  without  vision,  create  a  raised  line  graphic  of  the 
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circles  to  demonstrate  the  concept,  and  have  students  list  the  people 
who  fit  into  their  circles  on  a  separate,  labeled  sheet  of  paper. 

Advocacy  A  facilitator  will  have  primary  responsibility  for 
constructing  the  personal  network,  consulting  with  the  student  and 
significant  others  in  the  student’s  life  to  fill  in  the  circles.  Instead  of 
five  categories,  consider  limiting  them  to  three:  “Me,”  “Family,”  and 
“Friends.”  Keep  the  number  of  people  in  each  category  to  a  minimum, 
identifying  only  those  who  are  truly  significant— not,  for  example, 
every  classmate.  Because  you  will  need  to  consult  with  network 
people  to  gain  additional  information  in  subsequent  units,  construct  a 
contact  list  for  your  professional  use.  For  a  student  with  useable 
vision,  add  pictures  of  network  people.  For  a  student  with  no  vision, 
find  out  how  the  student  identifies  those  who  are  significant,  and  use 
that  system  to  represent  them.  For  instance,  if  a  student  uses  primarily 
an  auditory  recognition  system,  make  a  tape  in  which  speakers 
identify  themselves  and  their  network  category:  “Hi!  This  is  Grandma 
Rose.  I’m  a  member  of  your  family.  You  come  to  my  house  for 
Thanksgiving.”  Or,  “This  is  Paul.  I’m  a  friend.  We  eat  lunch  together 
at  school.”  Remember  to  put  the  student’s  voice  on  the  tape,  if 
possible:  “This  is  Mary.  I  am  sixteen  years  old.  I  go  to  Ridgeway  High 
School.”  Review  the  tape  with  the  intention  of  helping  the  student 
define  who  he  or  she  is  relative  to  significant  others.  A  texture,  scent, 
or  symbol  might  also  be  used  to  represent  people  to  the  student. 


20 


LESSON  OBJECTIVES 


SA  2 
INTERESTS 
Student  Manual  reference:  53  -  55 


♦  Understand  characteristics  of  interests:  definition,  domains, 
examples,  evolution  of,  subjective  nature  of,  etc. 

♦  Complete  “10  Interests”  assignment 


ADAPTATIONS 

Instructional  For  instructional  level  students,  it  is  important  to 
spend  some  time— ideally,  in  a  group  setting-discussing  the  topic  of 
interests.  Often  our  interests  form  a  foundation  for  the  development  of 
skills  and  factor  heavily  into  successful  career  choices.  Help  students 
understand  the  characteristics  of  interests:  interests  are  the  things  we 
like  to  do,  have  fun  doing,  things  we  do  regardless  of  other  people's 
encouragement,  do  without  pay,  and  do  because  we  want  to  do  them. 
Interests  are  personal  and  a  matter  of  choice.  Emphasize  these  points 
within  the  group,  and  have  students  generate  a  list  of  their  own 
interests  which  the  facilitator  can  capture  on  the  chalkboard.  Use  the 
Interest  Word  List  that  follows  to  stimulate  discussion.  Remember,  of 
course,  to  review  what  you  have  written  on  the  board  for  students 
whose  vision  is  too  severely  impaired  to  see  it. 

Many  young  people  who  are  disabled  have  not  fully  developed  a 
work  personality.  This  typically  evolves  through  a  young  child's 
fantasy-pretend  play,  role  model  observation,  and  adult  expectations 
as  to  the  child's  ability  to  assume  a  wide  variety  of  roles.  It  may  be 
important  to  remediate  this  deficit  by  using  lots  of  examples  of  people 
and  their  interests,  highlighting  what  it  is  about  the  interest  that  has 
appeal  and  encouraging  the  students  to  “try  on”  various  interests. 
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Consider  generating  and  categorizing  ideas  based  upon  defining 
features,  such  as  “things  you  do  with  your  body  (physical)  and  things 
you  do  that  use  your  brain  (intellectual),”  or  “things  you  do  with 
others  (social)  and  things  you  do  alone  (solitary).”  At  some  point,  it 
will  be  important  to  note  that  some  group  members’  interests  may  not 
be  perceived  as  fun  things  to  do  by  other  people  within  the  group- 
make  the  point  that  it  is  important  to  respect  differences.  For  example, 
one  student  may  love  to  garden,  while  another  student  may  consider  it 
to  be  work  or  a  chore.  One  student  may  love  to  cook,  while  cooking 
may  be  the  last  activity  another  student  would  choose.  Identify  how 
interests  change  over  time,  giving  examples  of  factors  that  influence 
those  changes,  such  as  age,  income,  experience,  and  location. 
Pointing  out  the  differences  among  people  empowers  students  by 
giving  them  the  perspective  that  diverse  interest  choices  are  valid 
because  they  reflect  the  uniqueness  of  each  person.  As  part  of  the 
assignment,  consider  having  students  bring  in  pictures  or  items  that 
represent  their  interests  to  share  with  the  group. 

Advocacy  By  observing  the  student  and  getting  input  from  the 
student  and  others,  the  facilitator  can  collect  information  regarding 
interests.  What  are  the  activities  that  really  excite  the  student?  What 
situations  or  events  make  him  or  her  happy?  These  are  interests, 
whether  they  fit  the  typical  profile  or  not.  Let’s  say  that  a  student 
really  likes  taking  things  apart— this  is  an  interest.  In  contrast,  if  the 
student  is  really  good  at  taking  things  apart,  it’s  a  skill.  By  their  very 
nature,  interests  are  rewarding.  They  can  be  used  to  encourage  desired 
behavior  and,  in  conjunction  with  a  knowledge  of  a  student’s  skills 
and  values,  to  identify  activity  or  work  options.  For  the  advocacy 
level  student,  consider  describing  interests  in  a  way  that  has  meaning 
for  the  student.  Here  are  some  suggestions:  1.  Make  an  “interest  box,” 
with  items  or  symbols  representing  things  the  student  enjoys;  2. 
Record  excerpts  of  actual  events,  such  as  hymn  singing  if  the  student 
likes  church,  part  of  a  broadcast  of  a  sporting  event  if  the  student 
enjoys  sports,  or  the  sound  of  splashing  if  the  student  likes  swimming; 
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3.  For  a  student  with  vision,  use  pictures  of  the  student  actively 
pursuing  interests.  Try  to  structure  a  time  each  day  in  which  to  focus 
on  interest  development.  Find  ways  to  represent  these  interests,  and 
help  the  student  attain  greater  self-awareness  by  reflecting  the 
interests  clearly  in  individual  and  group  settings. 
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SA  3 
SKILLS 

Student  Manual  reference:  56  -  58 


LESSON  OBJECTIVES 

♦  Understand  characteristics  of  skills:  definition,  how  to  identify, 
examples,  etc. 

♦  Complete  “10  Skills”  assignment 


ADAPTATIONS 

Instructional  It  is  important  to  dovetail  the  discussion  of  skills 
with  the  discussion  of  interests  (SA  2).  Inform  students  that  some  of 
their  interests  are  likely  to  be  things  at  which  they  are  skilled.  Point 
out  other  words  that  are  used  to  refer  to  skills,  such  as:  abilities, 
things  they  are  good  at,  and  talents.  Have  students  use  their  interest 
lists  as  one  source  from  which  to  generate  a  list  of  their  skills.  Refer 
back  to  the  previous  lesson,  “Interests,”  and  use  some  of  the  same 
strategies  to  help  students  understand  skills.  Skills  will  also  include 
things  that  they  have  learned  to  do  in  school,  such  as  mathematical  or 
reading  abilities,  typing,  and  using  a  computer.  Use  the  Skill  Word 
List  that  follows  to  promote  students’  thinking  about  what  skills  they 
possess  and  how  they  demonstrate  them.  Point  out  skills  that 
demonstrate  cases  in  which  the  student  may  not  so  much  enjoy  the 
activity  as  simply  be  good  at  it,  illustrating  that  skills  and  interests  do 
not  always  coincide:  a  student  may  be  good  at  washing  dishes,  but 
have  little  interest  in  doing  it!  Help  students  begin  to  think 
longitudinally:  How  might  these  interests  and  skills  find  expression, 
now  and  in  the  future?  What  life  paths  might  be  possible,  given  these 
skills  and  interests  as  a  starting  place?  If  students  are  unable  to 
generate  adequate  listings  of  skills,  encourage  them  to  ask  significant 
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others  what  they  consider  the  student’s  best  skills  to  be.  For  example, 
a  student  might  ask  a  parent,  “What  do  you  consider  to  be  my  best 
skills  around  the  house?” 

Advocacy  As  with  interests,  identification  of  skills  for  the 
advocacy  level  student  will  largely  be  a  matter  of  observation  and 
collateral  information  collected  from  significant  others.  Use  the 
personal  network  people  you  identified  in  SA  1  to  assist  you  in 
collecting  information.  The  skills  of  advocacy  level  students  may  be 
fairly  rudimentary,  but  are  none-the-less  important  to  identify  for 
several  reasons:  1.  By  giving  the  student  feedback  regarding  his  or 
her  skills,  you  promote  the  student’s  identity,  self-esteem,  and  sense  of 
purpose.  2.  Identifying  current  skills  provides  a  baseline  for  setting 
and  measuring  additional  skill  goals.  3.  Skill  identification  can 
provide  information  useful  to  life  and  career  planning. 

It  is  important  to  establish  an  understanding  on  the  part  of  the 
student  of  his  or  her  skills.  The  documentation  ideas  described  in  the 
previous  lesson— tape  recordings,  pictures,  and  symbols— can  be  used 
to  represent  skills  as  well  as  interests.  The  facilitator  may  want  to 
videotape  or  photograph  an  advocacy  level  student  demonstrating  his 
or  her  skills  for  future  use  in  job  training  and  placement. 
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SA  4 
VALUES 

Student  Manual  reference:  59  -  61 


LESSON  OBJECTIVES 

♦  Understand  characteristics  of  values:  definition,  how  to  identify, 
examples,  etc. 

♦  Complete  “10  Values”  assignment 


ADAPTATIONS 

Instructional  “Values”  can  be  a  difficult  concept  to  grasp.  In  light 
of  this,  begin  with  concrete  examples  that  illustrate  characteristics  of 
values.  Facilitators  can  use  examples  from  their  own  lives,  first  taking 
time  to  think  about  their  specific  values  and  how  they  are 
demonstrated  in  day-to-day  life:  in  class,  in  the  family,  in  the 
community.  This  will  help  students  get  the  idea  that  values  can  be 
deduced  from  behavior.  Use  the  Values  Word  List  that  follows  to  give 
students  a  way  to  begin  thinking  of  values  that  they  or  others  may 
have.  Offer  several  concrete  values  scenarios  after  establishing  that 
values  are  indicated  by  what  people  say  and,  most  importantly,  by 
what  people  do.  For  example,  some  people  say  that  they  really  like 
others,  but  you  notice  that  they  rarely  interact  with  anyone  else,  such 
as  during  lunch  or  other  non-class  times.  This  points  out  the 
discrepancy  between  what  people  say  they  value  and  what  their 
behavior  indicates  that  they  value.  In  the  example,  the  value  of 
companionship  is  stated,  but  the  value  of  being  solitary  is  indicated 
behaviorally.  When  what  a  person  says  he  or  she  values  differs  from 
the  behavior  exhibited,  it  is  important  to  explore  which  value  the 
person  truly  wishes  to  adopt— the  stated  one  or  the  one  being  acted 
upon— and  alter  either  the  statement  of  value  or  the  behavior  to  bring 
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them  into  alignment.  It  is  also  important  to  discuss  the  fact  that  people 
typically  learn  their  values  at  home,  and  so  the  things  that  are 
important  to  parents,  grandparents,  and  extended  family  members 
provide  clues  as  to  what  values  might  be  embraced.  This  is  not  to 
assume,  however,  that  values  do  not  change:  while  our  core  values  do, 
in  fact,  come  from  our  families,  values  are  modified  and  new  ones 
established  through  our  contacts,  our  experiences,  and  our  maturation 
over  time.  Emphasize  that  values  are  unique  to  every  individual;  that, 
while  there  is  no  right  or  wrong  to  values,  others  may  tease  or  criticize 
if  an  individual’s  values  are  different  from  those  of  other  people. 
Young  people  need  to  be  made  aware  that  there  are  consequences  to 
their  behavior,  and  when  values  are  expressed  through  behavior  that  is 
different  from  another’s  mode  of  expression,  a  person  must  be 
prepared  to  communicate  their  intention  to  others.  For  example,  if  a 
person  comes  from  a  culture  where  direct  eye  contact  between  people 
of  differing  social  status  is  a  sign  of  disrespect--for  example,  student 
to  teacher  or  child  to  parent— they  will  avoid  eye  contact  in  the  very 
situations  where  western  society  encourages  eye  contact,  such  as  in 
class  or  in  a  job  interview!  In  our  society,  downcast  eyes  may  be  taken 
to  mean  that  the  person  is  not  telling  the  truth  or  not  attending  to  the 
person  in  authority.  For  students  who  are  blind  or  visually  impaired, 
many  of  these  situations  will  require  careful  explanation  by  the 
facilitator  regarding  what  is  happening  and  how  to  respond 
appropriately. 


Advocacy  It  is  important  to  realize  that  all  people  have  values.  Values 
are  demonstrated  through  people’s  behavior.  They  relate  to  each 
individual’s  identity.  For  example,  an  advocacy  level  student  may 
value  independence  and  demonstrate  that  value  by  wanting  to  pick 
out  clothes  to  wear  to  school  or  by  an  insistence  upon  tying  his  or  her 
own  shoes,  even  if  it  is  laborious  and  time-consuming.  It  is  unlikely 
that  an  advocacy  level  student  could  independently  articulate  the 
value  he  or  she  places  upon  independence— it  is  exhibited  on  a 
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different,  more  subtle  level  of  behavioral  functioning.  By  making  the 
advocacy  level  student’s  values  and  preferences  explicit,  you  can 
more  accurately  represent  the  student  to  others,  choose  appropriate 
and  coordinated  activity  and  work  assignments,  and,  perhaps  most 
importantly,  consistently  reflect  the  personhood  of  the  student  to  him 
or  herself  in  your  interactions.  Consider  the  examples  of  values  on  the 
Value  Word  List  that  follows,  and  translate  them  into  behavior  that 
might  be  demonstrated  by  the  advocacy  level  student.  When 
completing  the  assignment,  try  to  represent  the  student’s  values  in  a 
medium  (or  combination  of  media)  that  will  have  the  greatest 
meaning  to  the  student:  auditory,  olfactory,  tactual,  and/or  visual. 
Review  these  expressions  of  values  regularly  with  students  to 
encourage  self-awareness. 
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VALUES  WORD  LIST 


SA  5 

WORK  PERSONALITY 
Student  Manual  reference:  62  -  65 


LESSON  OBJECTIVES 

♦  Understand  John  Holland’s  6  categories  of  personality 

♦  Perform  Richard  Bolles’  Party  Exercise 

♦  Complete  “Work  Personality  Profile”  assignment 


ADAPTATIONS 

Instructional  In  this  lesson,  students  will  use  the  Holland 
Hexagram  as  a  referent  for  the  discussion  of  personality  types. 
Construct  either  a  bold  line  or  raised  line  drawing  of  a  hexagram  with 
labels  in  the  appropriate  spots  representing  the  different  personality 
types.  A  sketch  is  included  in  the  corresponding  Student  Manual 
lesson.  Using  this  graphical  representation  as  a  hand-out,  conduct  a 
group  discussion  of  the  various  personality  types  and  how  they  relate 
to  career  choices.  As  the  group  discusses  the  party  exercise,  consider 
generating  examples  of  each  personality  type  as  exhibited  by 
celebrities  known  to  the  students— television  personalities/characters, 
movie  stars,  sports  figures,  politicians,  or  literary  figures,  for  example. 
After  students  demonstrate  a  working  knowledge  of  personality 
types,  help  them  relate  various  characteristics  of  personality  types  to 
themselves.  It  may  be  helpful  for  students  to  review  their  interests, 
skills,  and  values  listings  to  note  the  kinds  of  descriptors  they  selected 
and  how  they  correlate  with  the  descriptions  of  various  personality 
types. 

Advocacy  The  three  letter  Holland  code  provides  a  valuable 
indicator  of  the  types  of  work  the  student  might  find  rewarding.  With 
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the  advocacy  level  student,  the  facilitator  must  assess  which  codes 
best  fit  the  student  through  observation,  review  of  program  data,  and 
information  provided  by  the  student  and  those  in  his  or  her  personal 
network.  While  the  student  will  not  necessarily  perform  the  party 
exercise,  the  facilitator  can  perform  the  exercise  on  behalf  of  the 
student,  placing  the  student  in  the  respective  groups.  The  behavioral 
indicators  of  each  category —Realistic,  Investigative,  Artistic,  Social, 
Enterprising,  and  Conventional— will  be  different  for  advocacy  level 
students  than  for  instructional  or  informational  level  students,  but  can 
none-the-less  be  identified.  For  example,  an  advocacy  level  student 
who  does  not  function  well  when  things  are  changed  or  unsettled  fits 
the  “Conventional”  category  in  which  structure  and  order  are 
preferred.  If  the  student  likes  to  work  with  his  or  her  hands,  this 
would  place  them  into  the  “Realistic”  category.  Even  if  you  are  able 
to  establish  only  one  or  two  code  letters  for  a  student,  it  will  help 
generate  career  possibilities  through  the  use  of  the  suggestions  listed 
in  WE  1  and  the  Dictionary  of  Holland  Occupational  Codes . 
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SA  6 

PORTFOLIO  DATA  COLLECTION 
Student  Manual  reference:  66  -  69 


LESSON  OBJECTIVES 

♦  Can  discriminate  between  an  employment  portfolio  and  other  types 
of  portfolios 

♦  Can  identity  types  of  information  and  items  that  go  into  an 
employment  portfolio 

♦  Complete  “My  Employment  Portfolio”  assignment 


ADAPTATIONS 

Instructional  The  concept  of  “employment  portfolio”  can  be  made 
more  meaningful  to  the  student  if  the  facilitator  demonstrates  it,  using 
sample  collections.  Create  variety  among  the  sample  portfolios: 
perhaps  one  very  heavily  skewed  toward  someone  with  athletic 
abilities,  one  for  an  individual  with  performing  arts  abilities,  and  one 
that  reflects  someone  with  high  academic  skills.  Add  as  many 
examples  as  possible  of  the  suggestions  that  are  listed  (bulleted) 
within  this  lesson:  letters,  awards,  attendance  records,  and  so  forth. 
Encourage  students  to  examine  each  sample  portfolio  and  discuss 
their  impressions  of  these  imaginary  people  based  on  the  portfolio 
contents.  Extend  the  discussion  by  encouraging  the  students  to 
brainstorm  jobs  that  might  fit  the  profile  they’ve  developed  of  each 
individual  from  the  sample  portfolios. 

Students  may  need  periodic  reminders  from  facilitators  of  the 
kinds  of  things  to  include  in  their  portfolios.  For  example,  at  the  end 
of  a  school  year,  students  may  need  to  be  reminded  to  put  the  report 
card  notations  of  achievements  into  their  portfolio,  as  well  as 
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examples  of  exemplary  work:  school  papers,  projects,  and  photos,  to 
name  a  few. 

Advocacy  In  collecting  information  for  the  portfolio,  it  is 
important  for  the  facilitator  to  consider  what  attributes  to  emphasize 
to  a  prospective  employer.  Is  the  student  able  to  follow  a  predictable 
routine  once  it  is  learned?  Is  the  student  extremely  reliable,  as 
evidenced  by  coming  to  school  every  day?  Refer  to  lesson  JK  1 :  Work 
Habits,  JK  2:  Personnel  Evaluations,  and  the  Work  Habit  Word  list  on 
page  92  for  ideas.  Enlist  the  help  of  others  to  collect  data  that  reflect 
the  student’s  positive  qualities.  If  specific  attributes  can  be 
demonstrated  across  time  (e.g.,  school  years)  and  situations  (e.g., 
home,  school,  community),  so  much  the  better.  Choose  the  keeper  of 
the  portfolio  information  carefully:  Is  it  someone  who  will  keep  track 
of  the  information  throughout  the  high  school  years,  and  from  whom 
it  can  be  obtained  as  needed?  Document  the  student  performing  in  a 
variety  of  settings,  using  both  videotape  and  still  photographs. 
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UNIT  OVERVIEW 
WORK  EXPLORATION 


It  is  important  to  explore  the  many  and  varied  characteristics  of 
jobs.  From  early  childhood,  a  person’s  ideas  about  the  world  of  work 
grow  out  of  day-to-day  experiences.  By  observing  and  interacting 
with  the  world  around  them,  children  learn  a  lot  about  work  tasks 
(e.g.,  repairing,  selling,  transporting)  and  job  characteristics  (e.g., 
physically  demanding,  working  with  the  public,  requiring  specialized 
knowledge).  Over  time,  people  learn  more  about  what  types  of  work 
appeal  to  them  personally. 

Without  vision,  it  is  difficult  to  learn  about  jobs  incidentally.  For 
example,  young  children  who  do  not  see  well  may  not  observe  the 
construction  worker  and  site  foreman,  the  grocery  cashier  and  Stocker, 
or  the  professional  athlete  and  her  trainer  in  action.  Students  with 
impaired  vision  often  do  not  pick  up  the  subtle  and  not-so-subtle 
ethics  of  work,  such  as  quality  of  performance,  work  schedules,  or 
work  routines.  Therefore,  students  who  are  blind  or  visually  impaired 
must  have  learning  experiences  structured  to  provide  them  with 
information  about  the  world  of  work,  generally,  and  about  specific 
opportunities  within  the  labor  market.  Students  need  the  opportunity 
to  accomplish  a  number  of  things,  including: 

♦  Discovering  what  jobs  are  available  and  what  workers  do  in  those 
jobs. 

♦  Reading  about  jobs  in  different  interest  areas  in  alternative  formats: 
braille,  audio  tapes,  and  large  type  books. 

♦  Interviewing  people  doing  the  kinds  of  jobs  in  which  they  may 
have  an  interest,  particularly  if  their  job  is  being  performed  by 
someone  who  is  blind  or  visually  impaired. 

♦  Visiting  job  sites  and  analyzing  job  duties  with  the  assistance  of 
someone  who  actually  does  the  job,  if  possible. 
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♦  “Job  shadowing,”  where  they  spend  an  extended  period  of  time 
observing  a  worker  doing  a  job  in  which  the  student  is  interested. 

♦  Participating  in  volunteer  activities,  part-time  work  activities,  and 
summer  employment. 

As  a  facilitator  for  the  student,  the  more  community-based,  real 
world  experiences  you  can  arrange,  the  better.  There  is  no  substitute, 
and  the  students  stand  to  gain  both  job  information  and  social  skills  as 
they  interact  with  people  within  community  settings. 
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WEI 

RESEARCH  TOOLS 
Student  Manual  reference:  75  -  83 


LESSON  OBJECTIVES 

♦  Understand  the  organization  and  purpose  of  The  Dictionary  of 
Occupational  Titles  (DOT),  The  Guide  for  Occupational 
Exploration  (GOE),  and  The  Occupational  Outlook  Handbook 
(OOH) 

♦  Understand  the  6  Holland  code  categories  and  give  examples  of 
each 

♦  Complete  “Jobs  of  Interest”  assignment 


ADAPTATIONS 

Instructional  An  understanding  of  the  various  work-related 
resources  can  best  be  achieved  if  students  have  a  hands-on 
opportunity  to  explore  them.  Initially,  the  facilitator  will  want  to  work 
directly  with  the  students  as  they  familiarize  themselves  with 
available  resources.  The  facilitator  can  help  students  identify  the 
kinds  of  things  they  may  want  to  look  up  and  the  location  of  the 
desired  resource(s).  The  facilitator  may  need  to  help  students  find  a 
particular  job  listing  in  the  Dictionary  of  Occupational  Titles  (DOT), 
Occupational  Outlook  Handbook  (OOH),  or  Guide  for  Occupational 
Exploration  (GOE).  Remember  that  the  DOT  is  available  on  disk  and 
in  print,  the  OOH  is  available  in  print  and  on  audio  tape,  and  the  GOE 
is  only  available  in  print  at  this  time.  Once  students  have  been  shown 
how  to  use  reference  materials  a  couple  of  times  (either  reading  for 
themselves  or  using  a  reader),  the  facilitator  can  begin  to  be  less 
directly  involved,  asking  questions  like:  Which  of  the  resource 
materials  do  you  think  is  most  likely  to  have  the  specific  information 
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you  want  about  the  job  you  are  exploring?  Under  what  headings  will 
you  look,  given  the  type  of  job  you  are  researching  and  the  kind  of 
information  you  want?  Help  students  develop  an  organized  way  of 
approaching  the  task  of  performing  research  by  encouraging  students 
to  consider  these  and  other  questions. 

As  students  look  up  information,  it  is  important  that  the 
facilitator  help  them  capture  the  key  components  on  paper. 
Facilitators  may  need  to  literally  write  out  the  key  information  for 
students  in  the  early  stages  of  their  research.  After  a  student  has 
grasped  the  basic  idea,  have  the  student  independently  write  out  the 
information  he  or  she  considers  critical  as  the  facilitator  also  performs 
this  task.  Then  compare  the  two  documents.  Finally,  have  the  student 
write  up  research  independently  and  review  it  with  the  facilitator, 
making  suggestions  as  required. 

The  Holland  model  of  organizing  jobs  by  interest  area  is  useful 
in  helping  students  understand  how  their  individual  characteristics 
relate  to  work  choices.  First,  review  the  jobs  within  the  various 
categories:  discuss  aspects  the  jobs  within  an  area  have  in  common, 
and  how  they  differ  from  jobs  in  other  Holland  categories.  Then,  refer 
back  to  the  Holland  codes  developed  for  each  student  in  SA  5, 
reassess  them  if  needed,  and  relate  the  students’  codes  to  jobs  in  the 
Dictionary  of  Holland  Occupational  Codes  (DHOC).  Use  the 
Vocational  Profile  Form,  found  in  the  “Forms”  section  of  this 
document,  to  compare  student  characteristics  to  various  occupations. 
Encourage  the  young  people  to  think  through  the  kinds  of  jobs  in 
which  they  are  interested,  and  which  category  they  might  fall  into 
within  Holland’s  system. 

Advocacy  A  facilitator  will  be  primarily  responsible  for  completing 
advocacy  level  students’  research.  By  reviewing  the  information 
gathered  in  the  Self-Awareness  unit,  the  facilitator  can  identify 
indicators  that  suggest  work  environments  in  which  a  student  may  be 
successful.  Use  the  Vocational  Profile  Form  from  the  “Forms”  section 
to  develop  a  synopsis  of  student  information.  Compare  it  to  the 
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specifications  and  requirements  of  various  jobs  using  the  reference 
materials  listed  in  this  lesson.  In  determining  three  to  six  job 
possibilities  for  the  student,  consult  with  people  in  the  student’s 
personal  network  for  their  ideas  about  job  placements  and  people  they 
know  who  might  be  in  a  position  to  help  place  the  student  in  a  work 
situation— the  more  people  who  are  invested  in  the  student’s  eventual 
job  success,  the  better!  The  facilitator  will  want  to  keep  records  of 
research  and  must  determine  a  system  to  do  so.  One  possibility  is  to 
record  job  information  in  a  file  folder  for  each  student.  Another 
option  is  to  file  cards  in  a  card  catalog  by  job  title,  with  a  master  list 
of  students  referencing  which  jobs  in  the  catalog  are  being  considered, 
as  well  as  any  student-specific  information.  Examples  of  research 
records  can  be  found  throughout  the  Work  Exploration  unit  of  the 
Student  Manual .  With  advocacy  level  students,  experiencing  actual 
work  settings  is  very  important,  since  learning  may  not  readily 
transfer  from  one  environment  to  another  (e.g.,  from  the  classroom  to 
a  work  environment). 
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WE  2 

DOCUMENT  RESEARCH 
Student  Manual  reference:  84  -  92 


LESSON  OBJECTIVES 

♦  Know  where  to  find  common  reference  materials  and  how  to  use 
them  (e.g.,  DOT,  GOE,  OOH) 

♦  Understand  how  to  analyze  written  information  about  jobs  and  how 
to  use  it  as  part  of  work  exploration 

♦  Complete  “Job  Analysis”  assignment 


ADAPTATIONS 

Instructional  If  the  students  are  non-print  readers,  it  may  take 
some  effort  on  the  facilitator’s  part  to  orient  them  to  tape  recorded 
research  materials,  such  as  the  Occupational  Outlook  Handbook 
(OOH).  It  is  tone  indexed,  as  are  all  materials  coming  from  the 
National  Library  Service  (NLS).  As  more  and  more  materials  become 
available  on-line,  students  who  are  computer  users  can  work  with 
instructional  staff  to  access  the  materials  either  on  floppy  disk  with 
their  personal  computers  or  directly  off  the  Internet.  With  instructional 
level  students,  it  is  advisable  to  go  to  a  local  public  library  and  speak 
directly  with  a  reference  librarian.  Before  the  visit,  the  facilitator  can 
help  students  develop  the  types  of  questions  that  students  will  want  to 
ask.  Have  students  write  out  their  questions  in  advance  of  the  visit.  It 
may  be  helpful  for  the  facilitator  to  give  some  specific  examples 
related  to  a  job  that  they  know  is  of  interest  to  some  of  the  students  in 
order  to  demonstrate  how  to  approach  and  work  with  the  librarian.  It 
may  also  be  advantageous  to  do  some  role  plays  in  the  classroom  if 
the  facilitator  is  concerned  that  the  students  will  have  difficulty 
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interacting  successfully  with  the  research  librarian.  If  the  public 
library  has  a  computerized  database,  the  material  shared  in  this  lesson 
from  CARL  ET  AL  provides  a  good  format  for  the  facilitator  to  use  in 
working  with  students  to  make  sense  of  information  that  they  will 
receive  from  a  computer  database  search. 

As  regards  the  job  analysis  form,  the  facilitator  will  likely  need 
to  go  through  the  form  line-by-line  with  students.  Discuss  the  need  for 
specific  information,  then  ask  students  what  they  think  is  meant  by 
the  various  entries  on  the  job  analysis  form  (“Job  Title”  or  “DOT 
Code,”  for  example),  and  what  information  they  will  need  to  write 
down  about  job  duties  and  qualifications.  The  examples  included  in 
the  Student  Manual  provide  a  good  springboard  for  group  or 
individual  discussions  of  the  job  analysis  process  once  the  form  has 
been  introduced.  If  an  instructional  level  student  is  having  difficulty 
understanding  the  concept  of  job  analysis,  it  is  advisable  for  the 
facilitator  to  complete  at  least  one  job  analysis  with  students  from 
start  to  finish.  Use  a  variety  of  resources  and  work  with  students  to 
determine  whether  or  not  they  need  additional  information,  once  the 
job  analysis  form  has  been  completed. 

For  the  second  job  analysis,  the  student  is  to  capture  as  much 
information  as  possible  on  his  or  her  own,  following  the  guidelines 
that  the  facilitator  has  demonstrated.  Review  the  form  with  the 
student,  positively  reinforcing  areas  where  the  student  has  captured 
information  correctly.  Give  further  instructional  input  in  areas  where 
the  student  may  have  misunderstood  or  overlooked  information  of 
importance.  By  the  third  job  analysis,  students  can  typically  be 
expected  to  produce  the  material  independently.  As  students  acquire 
skill  in  this  area,  it  is  important  that  the  facilitator  offer  positive 
reinforcement  and  encourage  them  to  catalog  these  materials  in  their 
Transition  Tote  filing  system. 

Advocacy  In  performing  a  job  analysis  of  the  possibilities 
determined  in  lesson  WE  1,  a  facilitator  can  review  the  lesson 
examples  in  order  to  generate  questions  that  apply  to  a  person  with 


42 


low  vision  or  who  is  blind.  Describe  job  positions  to  members  of  the 
student’s  personal  network  and  find  out  what  questions  they  have 
about  the  student’s  ability  to  function  in  a  certain  job  position,  adding 
those  questions  to  the  list.  The  answers  to  these  questions  will  provide 
a  basis  for  determining  whether  or  not  there  is  a  potential  fit  between 
the  student  and  the  job.  The  facilitator  will  need  to  keep  a  running 
commentary  of  information  regarding  each  job  as  it  is  researched  and, 
as  mentioned  in  the  “Instructional”  section,  can  do  this  on  paper  or  in 
a  card  catalog  system  organized  by  student  or  by  job.  Think  creatively 
as  jobs  are  researched:  Is  there  a  way  the  job  can  be  modified  so  the 
student  can  perform  it?  Are  there  certain  key  skills  or  work  site 
supports  that  would  make  the  placement  possible? 
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WE  3 

PEOPLE  RESEARCH 
Student  Manual  reference:  93-115 

LESSON  OBJECTIVES 

♦  Know  what  information  to  capture  when  talking  with  people  who 
have  jobs  of  interest 

♦  Know  agencies  and  organizations  that  offer  contacts  of  people  who 
are  visually  impaired  or  blind  in  jobs  of  interest 

♦  Read  research  on  jobs  in  Example  section,  noting  those  that  may 
appeal  to  student 

♦  Complete  “Investigative  Interview”  assignment 


ADAPTATIONS 

Instructional  Once  students  have  mastered  the  job  analysis  form, 
the  facilitator  can  work  with  students  on  formulating  additional 
questions  to  ask  of  someone  who  is  actually  doing  the  job  in  which 
they  are  interested.  The  facilitator  may  need  to  engage  in  some  fairly 
serious  brainstorming  with  (not  “for”)  the  students  regarding  the  types 
of  questions  to  ask.  Role  playing  informational  interviews  can  help 
generate  questions,  as  well  as  increase  the  students’  comfort  level 
relative  to  interviews.  It  is  important  to  refer  to  the  examples  of 
“people  research”  that  are  included  in  the  Student  Manual ,  reviewing 
the  questions  asked  and  considering  other  questions  that  the 
interviewer  could  have  asked. 

As  you  and  your  students  role  play  informational  interviews, 
throw  the  occasional  wrench  into  the  process.  For  example,  when  the 
student  pantomimes  phoning  the  information  interview  contact 
person,  unexpected  (but  not  uncommon!)  responses  might  be: 
refusing  to  speak  on  the  other  end  of  the  line;  saying  that  there  is  no 
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one  by  that  name  at  that  number  or  that  they  must  have  the  wrong 
number;  or  relating  that  the  person  is  busy  and  doesn’t  want  to  speak 
with  them— anything  that  throws  the  student  off,  so  that  he  or  she  will 
be  prepared  if  one  of  these  types  of  situations  is  encountered. 

Advocacy  A  facilitator  will  need  to  make  the  contacts  on  behalf  of 
the  advocacy  level  student.  These  contacts  will  typically  involve  jobs 
in  which  minimal  skills  and  education  are  required.  Information 
helpful  to  obtain  includes:  How  much  training  and  supervision  is 
given?  Does  the  person  need  to  make  independent  judgments  or  is  the 
job  very  routine?  Will  the  person  work  alongside  coworkers  who 
might  be  able  to  provide  prompts  or  assistance,  or  alone?  How  much 
contact  with  the  public  does  this  job  entail?  How  important  are  speed 
and  precision?  What  are  the  physical/mental/emotional  requirements 
of  this  job?  How  supportive  and  helpful  is  the  work  culture?  (You 
may  not  be  able  to  ask  this  directly,  but  try  to  get  a  sense  of  it  from 
your  contacts.)  This  information  will  help  you  assess  the  fit  between 
the  student  and  the  job. 
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WE  4 

JOB  SITE  OBSERVATION 
Student  Manual  reference:  116  - 128 

LESSON  OBJECTIVES 

♦  Locate  WE  1  assignment,  “Jobs  of  Interest,”  for  ideas  for 
observation  sites 

♦  Understand  how  to  arrange  for  a  job  observation 

♦  Review  observation  tips  that  apply  to  student 

♦  Review  the  contents  of  Job  Site  Observation  form 

♦  Complete  the  “Work  Observation”  assignment 


ADAPTATIONS 

Instructional  Using  the  tips  and  the  examples  in  this  lesson, 
discuss  the  kinds  of  things  the  students  will  be  watching  for  when 
they  perform  job  site  observations.  Review  the  specifics  of  how  they 
will  accomplish  this  task:  Does  the  student  have  adequate  vision  to 
perform  the  task  independently?  Will  the  student  need  to  use  low 
vision  aids?  Will  the  student  need  to  negotiate  sighted  assistance? 
These  are  critical  factors  that  the  facilitator  may  choose  to  discuss 
with  students  on  a  one-on-one  basis  after  having  covered,  in  general 
terms,  the  job  site  observation  process  with  the  entire  group.  With 
instructional  level  students,  it  may  be  helpful  to  discuss  the 
differences  between  the  two  job  observation  examples  given  in  the 
Student  Manual.  By  comparing  and  contrasting  the  observation  data 
gathered  by  a  low  vision  student  with  that  gathered  by  a  blind  student, 
students  can  be  led  into  a  discussion  of  how  the  individual  in  the 
example  may  have  gotten  the  information:  Through  use  of  vision?  By 
asking  questions?  If  by  asking  questions,  what  specific  questions 


46 


might  the  student  have  asked?  This  will  help  the  students  prepare  to 
conduct  their  own  observations. 

Consider  conducting  a  practice  observation,  such  as  with  a 
school  custodian,  an  office  worker,  or  another  staff  person.  Use  the 
Job  Site  Observation  Form  found  in  this  supplement  in  the  “Forms” 
section.  Role-play  further  observations  if  additional  experience  seems 
indicated.  After  the  role-play  or  practice  observation  experience, 
discuss  what  went  well  and  make  suggestions  to  help  students  develop 
more  effective  ways  of  capturing  information  through  the  use  of  job 
site  observations. 

Advocacy  Once  it  has  been  determined  that  a  job  has  potential  for 
the  advocacy  level  student,  the  facilitator  will  want  to  observe  at  a 
specific  job  site.  Network  with  all  available  people  and  agencies  to 
locate  possible  places  of  employment  within  the  community,  if  that 
has  not  already  occurred  as  a  result  of  previous  research.  It  may  be 
more  effective  for  the  facilitator  to  conduct  the  observation  without 
the  student  present.  With  no  distractions,  the  facilitator  can 
concentrate  on  conducting  a  thorough  overview  of  the  business  and 
the  identifying  the  specifics  of  the  job.  When  conducting  a  job  site 
observation,  make  note  of  the  essential  elements  of  the  job  as 
performed  by  the  typical  worker.  Can  the  student  perform  at  that  level 
(with  training  or  support)?  Are  there  adaptations  that  will  be 
necessary?  Are  there  elements  of  the  job  that  the  student  can  perform, 
if  not  the  entire  set  of  job  duties?  Perhaps  some  duties  can  be  pulled 
out,  creating  an  employment  possibility.  Does  the  environment  seem 
like  one  in  which  the  student  could  function  effectively?  Refer  back  to 
your  information  about  the  characteristics  of  the  student,  as 
summarized  on  the  Vocational  Profile  Form  (see  “Forms”  section). 
Compare  his  or  her  attributes  to  the  job  in  question.  In  the  final 
analysis,  the  best  predictor  will  be  placing  the  student  in  the 
environment  and  assessing  the  potential  fit  based  upon  your 
observations  of  his  or  her  performance  after  an  initial  training  period. 
If  there  are  components  of  the  training  that  can  be  done  off-site,  such 


as  learning  how  to  fold  a  box  for  carry-out  orders  at  a  restaurant  or 
folding  napkins,  training  the  student  on  these  tasks  prior  to  placement 
may  ease  the  transition  into  the  work  environment.  Determine  these 
parts  of  the  job,  and  break  them  down  into  teachable  steps. 

In  general,  work  exploration  with  advocacy  level  students 
depends  upon  actual  experience.  Optimally,  training  or  work 
experience  agreements  with  employers  allow  students  to  participate  in 
a  number  of  work  situations.  This  will  give  the  facilitator  an 
opportunity  to  assess  the  student’s  vocational  strengths,  challenges, 
aptitudes,  and  preferences  by  observation.  Use  the  Job  Site 
Observation  Form  from  the  “Forms”  section  to  develop  a  profile  of 
possible  training  or  placement  sites.  The  information  from  the 
Vocational  Profile  Form  will  help  you  assess  the  “goodness  of  fit” 
between  a  specific  job  and  a  specific  student. 
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UNIT  OVERVIEW 
JOB-SEEKING  SKILLS 


Finding  a  job  is  extra-difficult  if  you  can’t  read  the  classified 
ads,  see  job  postings  in  store  windows,  or  read  signs  in  front  of 
factories  announcing  recruitment  efforts.  Tape-recorded  joblines  are 
helpful,  but  unfortunately  they  are  not  always  updated  on  a  regular 
basis.  Postings  on  e-mail  are  helpful  if  the  posting  agent  is  using  a 
DOS-based  or  text-type  server,  but  not  if  the  information  is  posted  in 
a  graphical  mode.  Identifying  local  companies  from  the  telephone 
book’s  Yellow  Pages  is  impossible  if  you  can’t  read  print,  unless  you 
have  access  to  sighted  assistance.  Although  reading  machines  are 
used  more  now  than  ever,  they  still  have  difficulty  with  some 
newstype  and  advertisements  that  are  not  standard-type  font  or  have 
graphics  included  in  the  advertisement. 

Completing  paperwork  is  difficult,  as  well.  Blind  and  visually 
impaired  job  seekers  need  to  have  a  personal  data  sheet,  which 
captures  in  print  the  critical  information  that  is  solicited  on  most 
applications:  full  name,  address  (including  zip  code),  telephone 
number(s);  social  security  number;  educational  qualifications  (schools 
attended,  locations,  dates  of  attendance,  earned  credentials,  special 
skills  courses  completed);  work  experiences  (name  &  address  & 
telephone  number  of  employer,  name  of  supervisor,  job  title,  job 
duties,  dates  of  employment,  initial  and  final  salary);  competence  with 
tools,  office  equipment,  software,  so  forth;  licenses  or  certificates 
earned;  and,  references  (at  least  three,  with  name,  address,  and 
phone).  The  Tote  Student  Manual  covers  how  to  create  a  PDS  in  JS  3. 

An  additional  challenge  in  the  job  search  has  to  do  with  another 
aspect  of  the  application  process:  in  advance  of  filling  out 
applications,  career  counselors  recommend  that  job  seekers  request  a 
description  of  the  job  they  are  applying  for,  so  that  they  can  tailor 
their  application  and/or  resume  to  the  job  description.  Without 
vision,  reading  the  description  is  difficult.. .even  getting  the 
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description  may  be  difficult  without  the  ability  to  drive,  unless  there  is 
adequate  public  transportation!  If  the  person  with  a  visual 
impairment  asks  to  have  the  job  description  mailed,  questions  may 
arise  about  their  motivation  or  interest  in  the  job  based  on  their 
unwillingness  to  “come  in.”  Although  more  companies  are  willing  to 
fax  out  job  descriptions  these  days,  the  individual  job  seeker  must 
have  access  to  a  fax  machine  and  the  ability  to  read  the  resulting 
information. 

If  pre-interview  tests  are  required  for  the  job  (e.g.,  typing, 
spelling),  accommodations  must  be  made  in  advance  of  the  candidate 
showing  up  to  take  the  test.  Examples  of  accommodations  are  such 
things  as  a  taped  script  from  which  to  type  rather  than  one  in  print, 
and  a  brailled  spelling  test.  It  is  the  responsibility  of  the  job  seeker  to 
solicit  accommodations.  In  most  cases,  it  behooves  the  job  seeker  to 
make  the  request  for  accommodations  in  person  to  better 
communicate  the  need  to  the  prospective  employer. 

Before  the  interview,  the  job  seeker  must  find  out  as  much  as 
possible  about  the  office:  Who  works  there— are  they  men  or  women 
and  how  old  are  they?  Is  there  a  dress  code  and,  if  so,  what  is  it?  Is 
there  evidence  of  camaraderie,  such  as  office  picnics,  softball  teams, 
or  bowling  events?  Anything  the  interviewee  can  find  out  in  advance 
can  be  used  to  help  establish  a  friendly  rapport  with  the  interviewer 
and  others  in  the  work  environment.  If  no  information  is 
forthcoming,  it  is  safest  to  dress  formally  rather  than  too  casually, 
such  as  a  suit  and  tie  for  men  and,  for  women,  a  suit  or  nice  dress 
with  stockings  and  heels.  Better  to  err  on  the  side  of  being  too  formal 
rather  than  not  formal  enough! 

For  the  interview,  the  candidate  must  arrange  for  private  or 
public  transportation  and  find  the  office  and  the  appropriate  person 
upon  arrival.  This  usually  requires  sighted  assistance,  often  from 
someone  unfamiliar  with  sighted  guide  techniques.  In  this  case,  the 
blind  person  must  quickly  put  the  helper  at  ease,  saying  something 

like  “Please  let  me  introduce  myself,  I’m _ .  I’m  here  to  interview 

for  the  job  as _ .  May  I  follow  you  into  Mr./Ms. _ ’s  office  or 
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take  your  arm?”  to  avoid  the  person  grabbing  and  pulling  or  simply 
standing  there  wondering  what  to  do.  Once  in  the  right  place  with  the 
right  person,  the  job  seeker  who  is  blind  must  quickly  and  pleasantly 
introduce  him  or  herself,  smile,  and  extend  a  hand  to  shake,  using 
social  skills  to  put  the  interviewer  at  ease.  Hopefully,  the  sighted 
interviewer  will  indicate  verbally  where  to  sit,  otherwise  the  job 
seeker  must  ask  where  to  sit  and  try  to  discern  the  location  from  the 
interviewer’s  direction. 

Blind  job  seekers  need  to  demonstrate  their  literacy  skills  in  an 
interview  by  using  and  taking  braille  notes  during  the  interview.  Even 
if  the  person  doesn’t  typically  use  braille,  it  helps  a  sighted  person 
understand  that  the  applicant  can  read  and  write  if  they  see  it  for 
themselves!  If  the  job  seeker  needs  to  use  a  tape  recorder  due  to 
diabetic  neuropathy  or  some  other  reading  or  writing  impairment,  he 
or  she  will  need  to  request  permission  to  tape-record  important 
information  during  the  interview.  It  may  be  necessary  to  tape  notes 
after  the  interview,  in  the  event  that  the  employer  is  uncomfortable 
being  recorded  during  the  interview. 

During  the  interview,  the  job  seeker  must  put  the  interviewer  at 
ease  concerning  his  or  her  ability  to  do  the  job  without  vision.  This 
means  that  the  interviewee  must  anticipate  concerns  the  prospective 
employer  may  have  and  address  them,  even  if  the  employer  never 
brings  them  up.  Most  employers  have  basic  concerns  related  to  safety 
and  productivity:  In  the  event  of  an  emergency,  how  will  a  person 
evacuate  without  vision?  How  will  they  respond  to  an  injured 
coworker?  The  interviewee  must  be  prepared  to  describe  how  she  or 
he  would  handle  such  a  situation.  The  employer  may  be  curious  as  to 
how  the  person  negotiates  an  environment  with  which  he  or  she  is 
unfamiliar,  and  how  the  blind  person  will  get  to  and  from  work.  While 
you  may  be  thinking  “It’s  none  of  his  business!”  the  reality  is  that,  if 
the  employer  has  unanswered  questions  like  these,  the  student  will  not 
be  hired.  The  employer  will  want  to  know  how  the  blind  job  seeker 
accesses  and  keeps  up  with  written  information  and  how  the  blind 
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person  will  communicate  with  the  sighted  people  in  the  office  (e.g.,  e- 
mail,  typed  or  word  processed  notes,  handwritten  notes). 

Most  employers  are  unfamiliar  with  the  adaptive  equipment  and 
tools  used  by  workers  who  are  blind  or  visually  impaired,  so  it  is  a 
good  idea  to  take  such  things  as  electronic  notetaking  devices,  slate 
and  stylus,  and  optical  aids  to  the  interview.  If  it  is  not  appropriate  to 
use  them  during  the  interview,  be  prepared  to  “show  them  off’  to  an 
employer.  If  the  job  seeker  routinely  uses  equipment  too  large  to  take 
for  a  demonstration--for  example,  a  closed  circuit  television  system- 
pictures  of  the  equipment  can  be  taken  along  to  facilitate  a  discussion 
related  to  using  the  tool  on  the  job. 

Since  it  is  so  difficult  for  many  sighted  people  to  conceive  of  the 
things  they  do  being  done  by  a  person  with  impaired  vision,  it  is 
always  helpful  if  the  job  seeker  has  evidence  of  competence- 
pictures  of  things  they  have  made  or  activities  in  which  they  have 
participated,  a  portfolio  of  their  creations  if  the  person  is  an  artisan,  a 
demo  tape  if  the  person  is  trying  to  get  a  music -related  job,  products 
like  papers  a  person  has  written  or  published  to  show  the  prospective 
boss— any  artifacts  that  reinforce  the  impression  of  the  job  candidate 
as  a  competent,  productive  individual. 

There  may  be  questions  posed  to  the  interviewee  that  are  not 
appropriate  or  legal.  In  such  instances,  the  interviewee  must  make  a 
decision  about  whether  or  not  the  interviewer  is  simply  uninformed  or 
is  acting  maliciously.  If  the  former,  the  interviewee  may  choose  to 
answer  and  simply  ignore  the  fact  that  the  question  was  slightly 
inappropriate.  If  the  latter,  the  interviewee  may  choose  to  answer,  or 
refuse  and  point  out  the  inappropriateness  of  the  interviewer’s 
question.  Needless  to  say,  if  the  latter  occurs,  the  odds  are 
overwhelming  that  the  applicant  will  not  get  that  job  (and  likely,  not 
want  it!) 

At  some  point  during  the  interview,  the  interviewee  will  present 
his  or  her  disability  statement.  In  actuality,  the  statement  should 
probably  be  called  an  ability  statement  because  the  focus  needs  to  be 
on  the  positive— what  a  person  can  do  well  and  how  a  person  does 
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what  is  required  for  a  job  differently  than  sighted  work-mates,  but 
comparably.  However,  it  is  also  important  to  acknowledge  one’s 
disability  and  explain  its  impact,  if  any,  on  work  performance  and  to 
describe  the  needed  accommodations.  Details  on  writing  and 
presenting  a  disability  statement  are  included  in  the  Student  Manual , 
lesson  JS  2. 

Following  the  interview,  a  thank  you  note  will  capture  many  an 
interviewer’s  attention,  particularly  a  written  or  typed  note  from 
someone  with  impaired  vision.  If  it  is  not  possible  or  feasible  to  send 
a  thank  you  note,  a  follow-up  phone  call  to  thank  the  interviewer  for 
their  time  and  to  restate  interest  in  the  job  is  well  worth  the  effort. 

Honest,  constructive  feedback  will  be  important  for  students  as 
they  complete  the  lessons  in  this  unit.  The  more  experience  students 
have  at  encountering  people  already  in  the  world  of  work,  the  more 
situations  they  will  learn  to  handle  and  the  more  comfortable  they  will 
become.  As  a  facilitator,  keep  in  mind  the  norm  that  students  will  be 
expected  to  meet  in  the  work  environment,  and  continue  to  present 
opportunities  for  the  student  to  experience  it  in  day-to-day  situations. 
This  is  truly  the  “bottom  line”  in  preparing  students  for  their  adult 
life. 
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JS  1 

DISCLOSURE 
Student  Manual  reference:  133  - 139 

LESSON  OBJECTIVES 

♦  Understand  the  nature  of  the  disclosure  issue:  no  right  or  wrong 
answer,  personal  decision,  will  vary  with  situation,  etc. 

♦  Comprehend  the  possible  consequences  of  disclosure  and  non¬ 
disclosure 

♦  Complete  “Personal  Thoughts  on  Disclosure”  assignment 


ADAPTATIONS 

Instructional  Because  of  its  sensitive  nature,  the  topic  of  disclosure 
is  good  to  discuss  one-on-one  with  students.  However,  the  facilitator 
can  comfortably  introduce  the  topic  through  a  group  discussion  of 
disclosure,  explaining  the  concept  and  its  relevance  to  the  job  search. 
To  the  degree  to  which  students  are  comfortable  with  the  group 
format,  help  them  generate  as  many  possibilities  for  the  positive  and 
negative  consequences  of  telling  someone  in  advance  of  meeting  them 
about  a  disability.  Through  this  activity,  the  facilitator  can  gain 
valuable  insights  regarding  individual  students’  acceptance  level  of 
their  disabilities.  Certainly,  no  students  should  be  forced  to  share  in 
the  group  setting  if  they  are  uncomfortable  or  otherwise  unwilling. 
After  the  group  has  discussed  possible  consequences  of  disclosing 
information  related  to  disabilities,  go  to  the  Student  Manual  and 
expand  the  list  and  the  discussion  of  disclosure  issues  using  the 
information  and  example  in  the  lesson. 

Once  students  have  completed  their  assignment  expressing  their 
personal  thoughts  on  disclosure,  the  facilitator  can  review  and  discuss 
the  disclosure  issue  with  each  individual  in  a  private  counseling 
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setting.  Help  students  clarify  their  position  on  disclosure,  supporting 
their  decision  if  they  can  explain  their  reasoning  and  are  comfortable 
with  it,  or  facilitating  as  they  re-think  their  position  if  they  are 
inconsistent  or  uncertain. 

Advocacy  Students  who  are  truly  advocacy  level  will  not  typically 
have  the  ability  to  self-disclose,  either  because  of  physical  challenges, 
cognitive  limitations,  or  some  combination  of  both.  Examples  of 
students  who  may  not  have  the  physical  ability  to  self-disclose  include 
those  who  are  deaf-blind,  brain-injured,  or  who  have  cerebral  palsy. 
Other  students  may  not  have  the  cognitive  ability  to  assimilate  the 
information  regarding  disclosure,  make  informed  choices,  and 
communicate  those  choices  to  an  employer.  To  whatever  degree 
possible,  it  is  important  to  acknowledge  and  respect  the  student’s 
values,  and  to  prepare  the  student  to  participate  in  presenting 
information.  It  is  the  facilitator’s  role  to  review  the  considerations 
relative  to  disclosure  listed  in  the  Student  Manual  and  to  determine 
what  information  to  communicate  to  the  prospective  employer.  For 
example,  consider  a  student  who  is  deaf  and  low  vision,  uses 
American  Sign  Language  to  communicate,  but  has  no  form  of  written 
communication.  It  may  be  that  a  pictorial  system  is  used  at  school  to 
show  the  student  the  order  for  task  completion.  These  are  the  types  of 
non-traditional  communication  skills  that  will  need  to  be  explained 
and/or  demonstrated  to  the  employer,  with  the  point  being  that  the 
student  is  capable  of  receiving  and  giving  work-related 
communications,  but  through  a  different  system  than  most  employees 
use.  Additionally,  the  facilitator  will  need  to  explain  what  type  of 
support  will  be  available  to  make  communication  successful  in  the 
work  place.  In  these  and  other  areas  noted  in  the  Student  Manual ,  the 
facilitator  will  need  to  anticipate  and  prepare  for  specific  employer 
concerns  regarding  the  student’s  abilities,  disability,  and  methods  of 
compensation. 
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JS  2 

DISABILITY  STATEMENT 
Student  Manual  reference:  140  - 143 

LESSON  OBJECTIVES 

♦  Know  the  definition  and  content  of  a  disability  statement 

♦  Understand  the  need  for  statement  to  emphasize  the  positive 
aspects  of  what  student  can  do,  and  how  student  does  it 

♦  Know  the  3  critical  areas  disability  statement  should  address 

♦  Complete  “My  Disability  Statement”  assignment 


ADAPTATIONS 

Instructional  Examples  are  very  useful  in  illustrating  the  concept 
of  the  disability  statement.  Offer  a  variety  of  both  written  (print  and/or 
braille)  and  taped  (audio  and/or  video)  examples  of  disability 
statements,  tailoring  them  to  student  characteristics  such  as  age  and 
interests.  After  students  have  reviewed  the  examples,  discuss  with 
them  which  make  the  most  positive  impression  and  why.  Once 
students  have  composed  their  own  disability  statement,  help  them 
refine  and  practice.  Consider  doing  this  individually  if  students  are 
self-conscious  about  performing  in  front  of  their  peers.  After  the 
students  are  somewhat  comfortable  one-on-one  with  a  trusted  adult, 
arrange  for  the  student  to  meet  with  a  less  familiar  adult  to  role  play 
disclosure  decisions  and  to  deliver  the  disability  statement. 

Advocacy  In  writing  a  disability  statement,  focus  on  the  student’s 
abilities,  as  well  as  the  skills  that  compensate  for  any  limitations.  As 
you  write,  keep  in  mind  employers’  concerns  about  safety,  reliability, 
and  productivity.  With  such  high  turnover  in  many  entry  level  jobs,  a 
real  asset  may  be  that  even  if  training  takes  longer,  the  student  is 
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likely  to  have  greater  longevity  in  the  position  than  do  many 
employees.  Consult  the  information  on  employer  myths  on  Student 
Manual  Review  Page  4  (Information  Supplement ,  page  85)  to 
anticipate  employer  questions,  spoken  or  unspoken. 
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JS  3 

PERSONAL  DATA  SHEET 
Student  Manual  reference:  144  - 149 

LESSON  OBJECTIVES 

♦  Understand  the  content  and  purpose  of  the  personal  data  sheet 
(PDS) 

♦  Know  criteria  for  choosing  people  to  be  references 

♦  Complete  “My  Personal  Data  Sheet”  assignment 


ADAPTATIONS 

Instructional  Instructional  students  may  need  some  guidance  in 
capturing  the  information  for  their  personal  data  sheets  (PDS).  If  the 
student  is  fairly  high  functioning  in  terms  of  academic  ability,  he  or 
she  should  be  encouraged  to  complete  the  personal  data  sheet 
independently  and  turn  it  in  for  the  facilitator  to  review  for 
completeness  and  accuracy  of  content,  spelling,  and  appearance. 
Remind  students  to  use  the  PDS  format  included  in  the  Student 
Manual  as  a  guide.  If  the  student  is  a  low  to  average  performer,  the 
facilitator  may  need  to  work  hands-on  with  the  student  in  developing 
the  PDS.  Non-readers  can  capture  the  information  for  their  personal 
data  sheet  on  tape,  with  the  facilitator  arranging  to  have  the  tape 
transcribed.  The  facilitator  and  student  then  work  together  to  edit  the 
transcribed  material  for  quality  and  completeness.  When  finished,  the 
PDS  can  be  tape  recorded  for  the  student  to  use  and  update.  However, 
regardless  of  the  medium  students  use  for  their  own  retrieval,  copies 
of  the  PDS  should  be  available  in  print  as  indicated  in  the  Student 
Manual. 
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Advocacy  It  is  critical  that  advocacy  level  students  have  a  personal 
data  sheet  (PDS).  Consult  records  and  family  members  for  the 
information  needed.  Multiple  copies  of  the  PDS  are  recommended,  to 
be  held  by  the  facilitator,  the  family,  and  kept  in  the  student’s  file. 
While  most  advocacy  level  students  will  have  had  limited  or  no  paid 
employment  experience,  be  sure  to  list  any  volunteer  work  experience 
or  school-based  work  in  order  to  convey  student  abilities,  such  as 
performing  routine  tasks.  In  addition  to  the  typical  information  listed 
on  the  PDS,  it  may  be  advisable  to  include  any  special  emergency 
contact  information  or  medical  information.  Even  if  the  student  is  not 
required  to  complete  a  standard  application  form  when  being 
considered  for  a  job,  the  employer  will  need  certain  information  on 
file  (e.g.,  social  security  number,  full  name,  date  of  birth).  This  can  be 
readily  obtained  from  the  PDS  by  anyone  accompanying  the  student. 
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JS  3A 
RESUMES 

Student  Manual  reference:  150  - 156 

Resumes  will  be  used  primarily  by  informational  level  students, 
who  have  the  skills  and  experience  suited  to  that  format.  When  a 
resume  is  warranted,  the  facilitator  will  need  to  work  directly  with  the 
student  in  generating  the  list  of  skills  and  experiences  to  document. 
Help  them  identify  appropriate  people  to  serve  as  references  and  if 
they  don’t  have  enough  information  for  a  bona  fide  resume,  capture 
critical  information  in  such  a  way  that  the  student  will  be  able  to 
retrieve  it  when  the  time  comes  to  develop  a  true  resume. 

With  both  informational  and  instructional  students,  examples  of 
various  types  of  resumes  will  help  explain  the  concept.  Consider 
offering  examples  of  good,  average,  and  bad  resumes  in  whatever 
medium  the  student  is  using— braille,  print,  or  audio  tape.  Have  the 
students  analyze  the  resumes  from  an  employer’s  prospective.  Ask  the 
students  pointed  questions,  such  as:  Would  you  hire  a  person  like 
this?  Would  you  be  interested  in  interviewing  a  person  like  this?  If 
you  had  never  met  them,  what  would  this  paperwork  tell  you  about 
this  person?  Encourage  the  students  to  develop  the  perspective,  “If 
this  is  the  only  thing  that  I,  the  employer,  see,  what  is  my  impression 
going  to  be?  Would  I  be  inclined  to  probe  any  further  with  this 
applicant?” 

Students  may  need  some  guidance  from  the  facilitator  in  terms 
of  how  to  file  the  information  that  they  will  need  for  later  resume 
preparation  in  such  a  way  that  they  will  be  able  to  locate  it.  Because 
resume  information,  in  addition  to  other  pieces  that  are  created,  may 
be  needed  at  a  time  beyond  the  students’  involvement  with  school 
personnel  and  the  facilitator,  it  is  important  to  consider  the  “long 
view”  of  their  materials:  whether  the  student  can  read  them,  whether 
another  person  could  read  them,  what  information  they’ve  captured, 
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and  whether  or  not  that  information  is  sufficient,  should  they  need  to 
refer  back  to  it  at  a  later  time. 

If  a  student  is  a  candidate  for  a  resume,  consider  obtaining  one 
of  the  many  books  on  the  topic  to  select  a  resume  style.  Explore  the 
possibility  of  an  electronic  resume  for  students  who  use  personal 
computers. 


61 


JS  4 
JOB  LEADS 

Student  Manual  reference:  157-161 
LESSON  OBJECTIVES 

♦  Know  a  variety  of  sources  through  which  to  look  for  job 

♦  Find  SA  1  ’s  “My  Personal  Network”  assignment  and  WE  1  ’s  “Jobs 
of  Interest”  assignment 

♦  Complete  “List  of  Job  Leads”  assignment 


ADAPTATIONS 

Instructional  Review  the  lesson  examples  with  students,  covering 
the  type  of  information  to  record  about  each  lead.  Practice  sourcing 
mock  job  leads  in  class,  using  materials  such  as  the  telephone  book, 
newspaper,  and  class  members.  Review  the  various  sources  from 
which  job  leads  are  available  and  ask  students  to  determine  several 
specific  options  for  sourcing  their  own  job  leads.  After  discussing 
their  personal  ideas  for  job  leads  with  students,  monitor  those  who 
will  be  making  actual  contacts.  Help  each  student  decide  upon  a 
system  for  recording  and  filing  job  lead  information  as  they  acquire  it, 
and  review  student  files  periodically.  It  can  be  helpful  to  have 
available  two  or  three  examples  of  job  leads  captured  in  differing 
systems.  For  example,  job  leads  on  index  cards  in  a  recipe  box-type 
system,  job  leads  in  a  three-ring  binder  system,  and  job  leads  on  paper 
in  an  accordion  file  system,  can  be  shown  to  students  to  stimulate 
their  thinking  about  possible  ways  to  keep  up  with  their  job  leads. 
Determine  which  system  best  suits  the  style  of  each  student— even  the 
most  elegant  system  can’t  work  if  it’s  not  used! 
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Advocacy  A  facilitator  or  some  combination  of  people  working  on 
behalf  of  the  student  will  be  the  ones  who  source  job  leads  for  the 
advocacy  level  student.  Students  with  this  degree  of  disability  present 
a  challenge  to  job  placement,  and  so  the  search  for  leads  is  oftentimes 
extensive.  It  is  important  to  be  resourceful  and  creative  in  establishing 
possibilities  for  the  student.  Refer  back  to  the  Personal  Network 
assignment  in  SA  1,  and  review  the  suggestions  in  the  current  lesson 
for  possible  contacts.  Use  not  only  the  student’s  contacts,  but  contacts 
of  those  contacts--and  don’t  forget  about  your  own  personal  network! 
If  a  source  can’t  help,  ask  if  he  or  she  knows  of  anyone  else  who 
might  be  in  a  position  to  help  or  to  hire  the  student.  If  a  suggestion  is 
forthcoming,  see  if  the  source  will  call  before  you  do  to  let  the  person 
know  you’ll  be  getting  in  touch,  or  ask  if  it  is  all  right  for  you  to  give 
their  name  when  you  call. 

Often,  building  a  relationship  with  employers  is  the  first  step 
when  working  to  place  advocacy  level  students.  These  relationships 
can  be  forged  in  a  number  of  ways:  1 .  Ask  local  employers  to  serve  on 
a  committee  to  help  you  understand  the  business  community  and 
develop  strategies  to  train  students  for  jobs  in  the  local  economy.  2. 
Contact  employers  about  touring  their  business  to  better  educate 
yourself  about  the  demands  of  various  jobs.  3.  Showcase  employers 
with  whom  you  have  worked  in  newsletter  articles,  newspapers,  and 
with  other  forms  of  recognition,  such  as  awards.  4.  Network  with  any 
and  everyone:  having  a  name  to  use  when  you  make  a  contact  is  light 
years  ahead  of  “cold  calling!”  5.  Look  for  ways  you  can  be  of  help  to 
your  employer  contacts— can  you  put  them  in  touch  with  someone  that 
they  would  like  in  their  network,  such  as  another  employer?  Can  you 
help  them  by  providing  information  on  subsidy  programs  or  training 
techniques?  Can  you  increase  their  visibility  in  the  community 
through  media  exposure?— remember  to  think  “interdependence.”  6. 
Always,  always  demonstrate  your  1 1 0%  commitment  to  support  any 
arrangements  with  employers,  whether  they  be  committee 
involvement,  job  shadowing,  job  placement,  or  anything  else.  Send 
the  message  that  you  can  be  counted  upon  to  provide  support  and  to 
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follow  through  on  your  commitments.  If  you  concentrate  on  building 
the  right  network  of  support,  placements  will  naturally  follow.  This  is 
not  to  say  that  it  is  easy,  so  be  sure  to  build  in  some  support  for 
yourself,  as  well! 
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JS5 

FOLLOWING  LEADS 
Student  Manual  reference:  162  - 166 


LESSON  OBJECTIVES 

♦  Know  how  to  prioritize  leads  for  contacts 

♦  Review  JS  1:  Disclosure,  pro’s  and  con’s 

♦  Understand  desirable  impressions  to  convey  if  inquiring  about  a 
job  in-person— practice  mock  inquiries 

♦  Find  and  review  JS  4’s  assignment  “List  of  Job  Leads” 

♦  Complete  “Making  Contacts”  assignment 


ADAPTATIONS 

Instructional  In  most  cases,  the  facilitator  will  need  to  monitor 
students  as  they  assume  primary  responsibility  for  following  job  leads, 
assisting  only  as  needed.  For  example,  a  student  may  be  able  to  search 
the  classified  ads  for  job  openings  if  paired  with  a  sighted  peer 
partner.  Discuss  the  type  of  information  students  will  want  to  record 
in  whatever  system  the  student  is  using  (e.g.,  index  cards,  notebook) 
and  check  to  see  that  the  system  is  working  and  the  necessary 
information  is  recorded.  The  facilitator  may  need  to  follow  along  step- 
by-step,  assisting  to  insure  compliance  and  quality  as  the  student  gets 
the  application,  completes  and  submits  it  in  the  proper  time  frame, 
and  follows  up  with  the  prospective  employer.  Oversee  ongoing 
documentation  of  job  leads  in  the  system  the  student  is  using.  The  key 
is  for  the  facilitator  to  intervene  only  as  needed,  teaching  the  student 
organizational  and  help-requesting  techniques  that  can  be  used  after 
graduation. 
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Advocacy  The  facilitator  needs  to  follow  up  on  job  leads  on  behalf 
of  the  student.  The  primary  goal  will  be  to  learn  as  much  as  possible 
about  the  workplace  and  the  specific  job  for  which  the  student  is 
being  considered.  Oftentimes,  the  impression  made  by  the  person  who 
is  involved  in  placing  the  student  is  more  critical  than  the  impression 
made  by  the  student  himself.  If  you  can  explain  to  the  employer  a  way 
that  the  student  and  the  job  can  fit— including  any  adaptations, 
training,  or  modifications— it  will  reassure  the  prospective  employer 
that  you  can  be  counted  upon  to  support  the  placement.  Refer  back  to 
any  job  observation  sheets  you’ve  completed,  or  ask  to  perform  an 
observation.  Develop  a  plan  of  how  the  student  can  successfully  do 
the  job  or  how  the  work  can  be  restructured  so  that  your  student  does 
only  a  portion  of  the  job  but  contributes  to  the  overall  process. 
Another  possibility  is  to  consider  recommending  two  or  more  students 
to  share  the  job  functions,  dividing  tasks  along  lines  of  the  students’ 
skills.  Know  your  student  and  do  your  homework  on  the  job  lead  so 
that  you  can  propose  a  convincing  placement  design  to  the  employer. 
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JS  6 

APPLICATIONS 
Student  Manual  reference:  167-175 

LESSON  OBJECTIVES 

♦  Understand  the  importance  of  having  a  competent  helper  to 
complete  applications 

♦  Know  questions  to  ask  a  prospective  employer  about  the  hiring 
process,  the  job  functions,  and  the  working  conditions 

♦  Think  about  what  media  and  accommodations  might  be  needed  for 
taking  any  employment  tests 

♦  Complete  “Practice  Application”  assignment 


ADAPTATIONS 

Instructional  To  encourage  understanding  on  the  part  of  the 
student,  the  facilitator  can  present  examples  of  applications  that  are 
“good,”—  ones  that  have  all  information  correctly  and  neatly  entered, 
and  “poor,”—  ones  that  may  have  misinformation  or  lines  left  blank, 
misspellings,  or  sloppy  penmanship.  After  the  concept  is  introduced, 
encourage  students  to  identify  what  makes  one  application  acceptable 
and  another  unacceptable.  Clarify  the  link  between  the  information  on 
the  PDS  and  the  information  required  on  the  application.  For  students 
without  vision,  describe  the  differences  between  two  or  three 
applications  and  help  them  understand  what  impressions  a  sighted 
person  might  form  from  the  different  applications.  Insure  that  students 
can  neatly  complete  an  application  or,  alternately,  that  they  have 
someone  competent  to  assist  them.  A  sample  job  application  is 
included  in  the  “Forms”  section  of  this  document. 
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Advocacy  As  mentioned  earlier,  many  advocacy  level  students  will 
skip  the  job  application  process.  But  for  those  who  do  make  formal 
application  for  a  job,  a  facilitator  will  use  a  copy  of  the  PDS.  Consider 
adding  pictorial  records  of  the  student’s  accomplishments  to  the 
application.  For  example,  if  the  student  has  participated  in  a  work 
trial  at  a  grocery,  capture  it  on  film  (still,  video,  or  both)  and  include  it 
with  the  application,  as  well  as  any  written  recommendations  from 
previous  experiences  that  speak  to  the  student’s  skills  (even  if  the 
activities  are  not  strictly  work-related).  If  the  student  and  family  are 
receptive,  use  the  Tote  Case  as  a  vehicle/organizer  of  application 
information  by  having  a  file  folder  labeled  “PDS”  and  a  folder  for 
copies  of  completed  applications.  The  teacher  can  make  file  copies  of 
the  applications  as  the  student  brings  the  Tote  Case  to  school  on  a 
routine  basis.  Consider  completing  the  application  form  from  the 
“Forms”  section  of  this  document  to  keep  on  file  as  a  reference. 
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JS  7 

PRE-INTERVIEW  RESEARCH 
Student  Manual  reference:  176  - 1 79 

LESSON  OBJECTIVES 

♦  Understand  various  methods  of  pre-interview  research 

♦  Find  and  review  SA  1  ’s  assignment,  “My  Personal  Network” 

♦  Complete  “Employer  Research”  assignment 


ADAPTATIONS 

Instructional  Most  instructional  level  students  will  perform  only 
rudimentary  pre-interview  research,  such  as  asking  people  within  their 
personal  network  about  wages  and  conditions  of  their  employment.  If 
the  student  has  an  opportunity  to  speak  directly  with  a  prospective 
employer  or  coworkers,  role-playing  the  encounter  ahead  of  time  can 
help.  Allow  the  student  to  role  play  the  part  of  both  the  student 
seeking  information  and  the  prospective  employer  or  coworkers 
giving  information  in  order  to  better  understand  the  process.  For 
students  willing  to  invest  a  bit  more  time  and  energy,  encourage  them 
to  solicit  information  about  the  company  in  which  they  are  interested 
from  either  the  company’s  public  relations  department  or  a  local 
information  source  like  a  Chamber  of  Commerce  or  Better  Business 
Bureau.  Review  with  students  any  information  received. 

Advocacy  It  is  important  to  understand  the  work  environment  in 
which  you  hope  to  place  the  advocacy  level  student.  Often  the 
placement  contact  is  between  the  employer  and  a  facilitator,  who 
represents  the  student  and  investigates  the  work  environment  and  the 
job  position  that  is  available  with  the  goal  of  crafting  a  fit.  Because  of 
this,  pre-interview  research  is  important.  Network  with  anyone  you 
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know  who  has  information  about  the  business  and  try  to  develop 
enough  of  an  understanding  of  the  operation  to  offer  suggestions  to 
the  employer  on  how  the  student  can  be  effective  in  the  job  position. 
Consider  requesting  an  opportunity  to  perform  a  job  site  observation 
prior  to  discussing  the  opening  with  the  employer  (WE  4).  Solicit 
information  about  the  company  under  consideration  from  either  the 
company’s  public  relations  department  or  a  local  information  source 
like  a  Chamber  of  Commerce  or  Better  Business  Bureau.  Be  prepared 
to  offer  information  on  adaptations  and  aids  that  the  student  might 
use,  and  to  discuss  ways  of  modifying  the  job  and  providing  support 
on  the  job.  Read  Student  Manual  JS  12,  Review  Page  4,  “Dispelling 
Myths  about  Workers  with  Disabilities,”  and  use  this  information  with 
employers.  It  is  reproduced  on  page  85  within  the  Information 
Supplement. 
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JS  8 

SELF-DESCRIPTION 
Student  Manual  reference:  180  - 182 

LESSON  OBJECTIVES 

♦  Know  the  characteristics  of  a  good  self-description 

♦  Can  identify  3  reasons  why  an  employer  should  hire  you 

♦  Complete  “Tell  Me  a  Little...”  assignment 


ADAPTATIONS 

Instructional  Consider  leading  a  group  activity  in  which  students 
put  themselves  in  the  role  of  the  employer.  Role  play  self-descriptions 
for  the  students  that  reflect  differing  degrees  of  desirable 
characteristics  and  allow  students  to  discuss  the  impressions  they 
reach  about  each  characterization.  What  changes  can  they  suggest  to 
improve  the  impression  made  by  each?  Then  have  students  develop 
their  own  self-descriptions,  using  the  information  they  have 
accumulated  thus  far  through  their  Student  Manual  assignments.  Tape 
record  the  written  self-description  “script”  (consider  making  both 
audio  and  video  recordings).  The  tapes  are  to  be  critiqued  by  both  the 
facilitator  and  the  student,  as  well  as  an  employer  volunteer,  if 
possible.  Use  the  feedback  to  improve  the  script  and  the  presentation. 
Practice  is  the  key,  once  students  have  developed  self-descriptions 
that  reflect  their  positive  qualities. 

Advocacy  In  preparing  a  student’s  self-description,  the  facilitator 
has  the  goal  of  helping  the  employer  see  the  student  for  the  person  he 
or  she  is;  to  help  him  or  her  see  beyond  the  disability.  Give  a  brief 
sketch  of  the  student’s  family:  Have  they  moved  from  some  other  part 
of  the  country?  Are  they  involved  in  the  community  in  some  way? 
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Give  a  sketch  of  the  student:  Does  he  like  baseball?  Is  she  always 
smiling?  Is  he  particularly  good  at  something?  Focus  on  information 
stressing  the  commonalties  among  people,  but  keep  it  short.  The 
disability  statement  (JS  2)  will  address  information  specific  to  the 
student’s  condition,  but  it  is  important  to  first  establish  the  student  as 
a  person  in  the  eyes  of  the  employer  before  addressing  the  disability. 
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JS  9 

INTERVIEW  QUESTIONS 
Student  Manual  reference:  183  - 193 

LESSON  OBJECTIVES 

♦  Locate  and  review  JS  2’s  assignment  “My  Disability  Statement” 

♦  Understand  the  need  to  construct  specific  responses  to  interview 
questions  in  order  to  make  good  impression 

♦  Complete  “Practice  Interview”  assignment 


ADAPTATIONS 

Instructional  As  with  the  previous  lesson,  practice  is  essential  in 
preparing  responses  to  interview  questions.  Vary  both  the  person 
conducting  the  interview  and  the  questions  asked.  Have  students  play 
the  roles  of  both  the  interviewee  and  the  interviewer.  Use  audio  and 
video  tape  to  record  the  practice  sessions,  and  have  the  facilitator, 
interviewers,  and  the  student  critique  performance.  Compare  notes 
and  continue  to  practice  and  critique  until  both  student  and  facilitator 
are  satisfied.  This  is  a  good  place  to  utilize  any  employers  with  whom 
you  have  relationships.  They  can  role  play  interviews  with  students  at 
school  or,  better  yet,  at  their  business  or  can  view  the  tape  and  offer 
feedback  on  the  student’s  interview  performance.  Be  sure  to  give 
honest  and  constructive  feedback  to  students,  using  tools  such  as  the 
Interviewer  Checklist  found  in  the  “Forms”  section  of  this  document. 

Advocacy  If  there  is  an  interview,  it  will  be  the  responsibility  of 
the  facilitator  to  prepare  answers  to  interview  questions.  To  the 
greatest  extent  possible,  the  student  should  participate  in  the 
interview.  Use  the  Interview  Checklist  from  the  Student  Manual  to 
determine  what  parts  of  the  interview  the  student  can  perform.  Be 
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ready  to  explain  clearly  how  the  student  can  perform  the  job, 
supporting  your  assertions  with  pictures,  recommendations,  and 
demonstrations  of  technology.  Determine  three  positive  statements 
you  can  make  about  the  student.  Prepare  as  though  this  were  your 
interview:  in  some  ways,  it  very  well  may  be.  The  impression  you 
make  will  have  an  impact  on  the  prospective  employer’s  confidence 
that  adequate  information  and  support  will  be  provided,  should  the 
student  be  hired. 
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JS10 

INTERVIEW  PREPARATION 
Student  Manual  reference:  194  - 196 

LESSON  OBJECTIVES 

♦  Understand  ways  to  prepare  for  interview,  such  as  clothing 
selection,  locating  destination,  practicing  interview  information, 
deciding  what  to  take  (in  the  Tote  Case ,  of  course!),  adaptive 
equipment  demonstration,  etc. 

♦  Find  and  review  JS  1  ’s  “My  Disclosure  Statement,”  JS  2’s  “My 
Disability  Statement,”  and  JS  9’s  “Practice  Interview”  assignments 

♦  Complete  “Interview  Item  Checklist”  assignment 


ADAPTATIONS 

Instructional  Work  with  students  in  preparing  for  their  interview, 
reviewing  with  them  what  to  take,  how  to  dress,  and  what  to  say,  and 
double-checking  to  be  sure  they  have  followed  through  on  their 
interview  preparation  plan.  Accompany  the  student  on  a  trial  run  to 
the  interview  location,  if  appropriate.  Some  instructional  level 
students  will  be  able  to  engage  in  the  interview  situation  alone,  while 
others  may  initially  require  a  facilitator’s  presence  and  support.  This 
will  depend,  in  part,  on  the  nature  of  the  relationship  the  facilitator, 
student,  school,  or  agency  has  with  the  particular  employer. 
Remember  the  outcome  goal  for  both  instructional  and  informational 
level  students  is  that  they  will  self-place.  The  goal  for  the  facilitator  is 
to  teach  the  student  the  skills  necessary  for  self-placement,  so  that 
there  will  be  no  need  for  a  facilitator  to  attend  interviews. 

Advocacy  The  degree  to  which  you,  the  facilitator,  have  prepared 
for  the  interview  can  make  a  big  difference.  If  the  employer  perceives 
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you  as  an  organized,  informed,  capable  person,  he  or  she  is  more 
likely  to  trust  that  you  will  work  to  make  the  placement  a  success. 
Review  the  information  you’ve  collected  about  the  student  and  the  job 
and  consider  ways  in  which  the  student  can  participate  in  the 
interview.  What  questions  is  the  student  prepared  to  answer?  What 
actions  can  the  student  perform  to  demonstrate  competence?  How  will 
you  handle  any  impromptu  comments  or  behavior  on  the  part  of  the 
student?  Is  it  practical  for  the  student  to  present  documents,  work 
samples,  adaptive  equipment  and/or  other  items  from  the  Tote  Case ? 
Review  and  prepare  until  you  and  the  student  are  confident  that  you 
are  ready. 
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JS11 

POST-INTERVIEW 
Student  Manual  reference:  197  -  200 

LESSON  OBJECTIVES 

♦  Understand  the  value  of  thank  you  notes 

♦  Know  what  to  say  when  you  call  back  after  an  interview 

♦  Complete  “Thank  You  Note”  assignment 


ADAPTATIONS 

Instructional  With  guidance  and  practice,  the  instructional  level 
student  is  capable  of  performing  a  number  of  post-interview  activities, 
such  as  composing  a  thank  you  note  and  calling  back  to  inquire  about 
the  interview  outcome.  Have  examples  of  thank  you  notes  available 
for  student  review.  Role  play  call  back  situations  in  advance,  using 
video  and  audio  tape  to  review  and  critique.  Include  both  positive  and 
negative  outcomes  in  role  played  scenes,  insuring  that  the  student  can 
respond  appropriately  to  both.  Rejection  is  hard  for  almost  everyone, 
so  discuss  the  various  reasons  why  a  person  may  or  may  not  get  a  job 
offer,  and  supply  anecdotes  from  your  personal  experience  or  that  of 
others  in  which  perseverance  paid  off.  Discuss  ways  to  take  the 
“sting”  out  of  rejection,  such  as  being  assertive  in  asking  for  feedback 
from  the  interviewer  and  evaluating  the  information  in  terms  of 
possible  changes  to  work  on  for  the  next  interview  opportunity,  and 
having  someone  supportive  to  talk  with  about  the  missed  opportunity. 
Help  students  understand  that  success  comes  in  spite  of  obstacles,  not 
in  the  absence  of  them. 

Advocacy  Often,  it  is  the  facilitator’s  credibility  that  is  important 
to  establish  when  placing  advocacy  level  students.  Be  prompt  in 
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providing  any  follow  up  information  requested  by  the  employer  and  in 
expressing  appreciation  for  the  opportunity  to  meet.  If  this  placement 
doesn’t  happen,  work  to  preserve  the  relationship  with  the  employer: 
Would  the  employer  serve  as  a  resource  for  mock  interviews  or 
student  job  observations?  Would  he  or  she  be  open  to  placement 
possibilities  involving  other  students?  Inquire  as  to  other  potential 
employers  you  can  contact  regarding  training  or  placement  of 
students. 
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JS  12 

PUTTING  IT  ALL  TOGETHER 
Student  Manual  reference:  201-211 

LESSON  OBJECTIVES 

♦  Know  how  to  use  previous  sections  and  assignments  to  continue 
job  search  process  effectively 

♦  Understand  need  to  update  information  periodically,  such  as 
personal  data  sheet  (JS  3)  and  personal  network  (SA  1) 

♦  Know  how  to  apply  problem  solving  strategies  (GS  4)  to  job  search 
problems 

♦  Can  respond  to  some  of  the  common  myths  about  workers  who  are 
disabled 

♦  Know  all  the  steps  in  a  successful,  ongoing  job  search 


ADAPTATIONS 

Instructional  In  summary,  instructional  level  students  need  to 
initially  perform  activities  alongside  the  facilitator.  They  require  as 
many  examples  as  possible.  They  need  to  practice  the  skills  that  they 
have  learned,  in  role  play  situations  as  well  as  on  paper,  prior  to  using 
them  in  an  applied  situation.  The  facilitator  must  review  with 
instructional  students  any  work  they  have  produced,  giving  positive 
feedback  for  things  they’ve  done  well  and  making  suggestions  and 
corrections  on  work  of  unacceptable  quality.  In  general,  the  facilitator 
will  conduct  the  lesson’s  activity  with  the  student  initially,  fading  out 
to  allow  the  student  to  function  independently  as  quickly  as  possible. 
Have  students  make  use  of  the  Review  Pages  to  keep  on  track  in  the 
job  search  process,  and  review  them  with  the  student  periodically,  as 
well  as  other  relevant  information,  such  as  the  PDS,  disability 
statement,  and  practice  interview. 
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Advocacy  Use  Review  Page  1,  Job  Search  Summary,  from  the 
Student  Manual  on  behalf  of  the  student  to  keep  track  of  where  you 
are  in  the  process.  Use  the  problem  solving  technique  described  in 
GS  4  to  identify  and  address  problems  you  encounter  along  the  way. 
You  are  just  as  susceptible  to  burn  out  in  the  challenging  work  of  a 
job  search  as  anyone,  even  though  you  are  doing  it  on  behalf  of  the 
student— more  so,  if  you  try  to  go  it  alone!  So,  enlist  the  help  of 
others— family,  friends,  community  members,  professionals— right 
from  the  start.  Consider  using  the  Personal  Futures  Planning 
techniques  described  later  in  this  supplement  to  build  a  circle  of 
support  around  the  student,  so  that  you  are  not  carrying  the  entire 
weight  of  the  job  search  by  yourself. 
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JS  12 

JOB  SEARCH  SUMMARY 

Review  Page  1 

•  Organize  job  search  time  as  a  DAILY  activity-keep  track  on  your 
Transition  Tote  “To  Do”  list.  (GS  3) 

•  Identify  appropriate  job  openings,  at  least  4  per  day.  Make  a  Tote 
Case  folder  labeled  “Jobs”  and  use  the  folder  and  your  clipboard  to 
keep  track  of  them. 

•  Call  to  get  more  information  about  job  leads.  Record  the 
information  on  your  job  lead  sheets  in  your  Transition  Tote  binder 
or  other  system  such  as  a  rolodex  or  card  file— review  GS  Tip 
Sheet:  Ideas  to  Improve  Organization. 

•  Pick  up  job  applications  or  have  them  mailed  to  you.  (JS  6) 

•  Complete  job  applications,  using  your  PDS.  (JS  3  &  6) 

•  Copy  completed  job  applications  and  store  them  in  your  Transition 
Tote  binder  insert,  or  other  system  you’ve  chosen.  (JS  6) 

•  Submit  j  ob  applications . 

•  Find  out  the  cut  off  dates  for  job  applications  and  when  you’ll  be 
contacted. 

•  Call  to  check  on  the  status  of  your  application— the  phone  number 
is  on  your  job  lead  sheet/card!  (JS  4) 

•  Schedule  job  interviews— record  them  in  your  Tote  Case  calendar 
or  planner,  on  a  card,  or  in  your  electronic  notetaker.  Start 
practicing  your  answers  to  interview  questions!  (JS  9) 

•  Conduct  employer  research.  (JS  7) 

•  Arrange  transportation  to  the  interview  and  record  the  information 
on  your  job  lead  sheet,  calendar/planner,  card,  or  notetaking 
device. 

•  Prepare  for  the  interview  (JS  10) 

1 .  Decide  what  to  wear. 

2.  Review  your  job  lead  sheet  information  on  the  employer, 
disclosure  statement,  self-description,  and  so  forth. 
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3.  Load  your  Tote  Case  with  work  samples  and  adaptive  aids. 
Make  sure  you  can  quickly  locate  your  PDS,  application,  and 
anything  else  you  might  be  asked  to  produce. 

•  Interview  for  the  job,  using  the  Tote  Case  to  impress  the  employer 
with  your  organization  and  communication  skills! 

•  Update  your  job  lead  sheet  with  post-interview  information  (when 
to  check  back,  any  new  information).  Record  call-back  dates.  Enter 
dates  on  Tote  Case  calendar,  using  preferred  system  (see  Student 
Manual  page  38  for  marking  ideas). 

•  Send  thank  you  note.  (JS  1 1) 

•  Follow  up  on  job  interview  with  employer.  (JS  1 1) 
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JS  12 

INTERVIEW  OVERVIEW 
Review  Page  2 

•  Arrive  5-10  minutes  early,  introduce  yourself,  smile,  extend  your 
hand,  ask  for  help  if  needed,  sit  and  read. 

•  When  presented  to  the  interviewer(s),  greet  them  by  name,  smile, 
make  eye  contact,  and  small  talk. 

•  Let  the  interviewer(s)  take  the  lead— they  will  usually  open  by 
telling  you  a  little  about  the  job,  or  asking  you  a  general  question 
about  yourself.  (JS  8) 

The  interviewer(s)  will  ask  you  questions;  you  will  answer, 
working  in  at  least  3  reasons  you’re  right  for  the  job.  (JS  9) 

•  Offer  your  Disability  Statement  and  explain  your  vision  in  ways 
the  interviewer  can  relate  to.  Explain  some  of  your  accommodation 
devices,  such  as  the  notetaking  device  or  the  magnifier  you  are 
using.  (JS  2) 

•  You  may  be  asked  more  questions  based  on  what  you’ve  told  the 
interviewer(s)— keep  your  answers  as  simple  and  specific  as 
possible. 

•  Ask  at  least  one  good  job-related  question.  (JS  7) 

•  Don’t  overstay  your  welcome.  Thank  the  interviewer(s),  using  their 
names.  Ask  when  a  decision  will  be  made,  and  when  you  can 
check  back.  If  you  need  assistance  to  leave  the  office,  make  that 
request.  Smile,  shake  hands  and  wish  the  interviewer(s)  a  good 
day. 

•  Send  a  thank-you  note  within  the  week.  (JS  1 1) 
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JS  12 
TOP  TEN  TIPS 
Review  Page  3 


•  Think  of  looking  for  work  like  it’s  a  job:  8  hours  a  day  is  a  full¬ 
time  job,  4  hours  a  day  is  a  part-time  job. 

•  People  rarely  get  a  job  right  away.  It’s  not  uncommon  for  it  to  take 
up  to  half  a  year  for  people  without  a  disability  to  find  work. 

•  Look  your  best  at  all  times.  You  never  know  when  you’ll  meet 
someone  who  can  help  you  in  your  job  search. 

•  Don’t  be  shy  about  letting  people  know  you’re  looking  for  work. 
The  more  contacts,  the  better. 

•  Demonstrate  that  you  are  a  capable  human  being  in  all  that  you  do. 
Don’t  just  talk  the  talk— walk  the  walk. 

•  Nobody  owes  you  a  job.  You  must  prove  yourself  worthy  of  a  job. 

•  Don’t  go  for  just  any  job.  Know  what  you  want  and  go  for  it. 

•  Small  employers  are  hiring  many  more  workers  than  large 
employers.  Use  this  knowledge  in  your  search. 

•  Whenever  possible,  go  to  the  job  sites  and  meet  people  instead  of 
using  the  phone  or  mail. 

•  Be  prepared  for  any  question  at  any  time.  But,  if  you  genuinely 
don’t  know  the  answer,  admit  it,  and  offer  to  find  out  and  get  back 
with  the  person. 
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JS  12 

DISPELLING  MYTHS  ABOUT  WORKERS  WITH 

DISABILITIES 
Review  Page  4 

Here  are  common  myths— and  the  realities— to  help  interviewers 
separate  fact  from  fiction  when  comparing  you  to  candidates  without 
disabilities.  The  ability  to  dispel  disability  myths  and  promote  an 
understanding  of  the  facts  will  increase  your  chances  of  getting  the 
job  you  want. 

Myth :  Workers  with  disabilities  cost  more  to  employ. 

Fact :  More  than  three-fourths  of  managers  surveyed  say  the  costs  of 
employing  both  workers  with  and  workers  without  disabilities  are 
about  the  same. 

Myth :  Workers  with  disabilities  require  costly  job  accommodations. 
Fact :  Employers  surveyed  say  more  than  three-fourths  of  job 
accommodations  for  workers  with  disabilities  cost  less  than  $500; 
half  cost  nothing. 

Fact :  Employers  surveyed  say  the  cost  of  accommodations  virtually 
never  drives  the  cost  of  employment  above  the  average  range  of  costs 
for  all  employees. 

Myth :  Workers  with  disabilities  don’t  fit  in  with  co-workers. 

Fact :  Almost  all  employers  surveyed  reject  the  argument  that  workers 
with  disabilities  don’t  fit  in  with  most  workers  without  disabilities. 
Fact :  Two-thirds  of  the  public  surveyed  say  most  of  their  co-workers 
would  have  no  problems  working  alongside  individuals  with 
disabilities. 

Fact :  Two-thirds  of  the  public  surveyed  supports  policies  that  would 
increase  the  number  of  people  with  disabilities  working  with  them. 
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Myth :  Workers  with  disabilities  are  a  greater  safety  risk  to  themselves 
and  co-workers. 

Fact :  Nearly  half  of  employers  surveyed  agreed  that  workers  with 
disabilities  have  fewer  accidents  on  the  job  than  workers  without 
disabilities.  (The  survey  did  not  report  how  many  employers  say 
workers  with  disabilities  have  an  equal  number  of  accidents  on  the 
job.) 

Myth :  Workers  with  disabilities  are  less  productive. 

Fact  Three-fourths  of  department  heads/line  managers  surveyed  rate 
workers  with  disabilities  as  equally  or  more  productive  than  workers 
without  disabilities. 

Fact.  More  than  three-fourths  of  the  public  feels  workers  with 
disabilities  are  equally  or  more  productive  than  the  average  worker. 

Myth :  Workers  with  disabilities  are  harder  to  supervise. 

Fact  More  than  three-fourths  of  department  heads/line  managers 
surveyed  who  have  supervised  workers  with  disabilities  say  they  are 
no  more  difficult  to  supervise  than  workers  without  disabilities. 

Myth :  Workers  with  disabilities  miss  more  work. 

Fact.  More  than  three-fourths  of  department  heads/line  managers 
surveyed  rate  workers  with  disabilities  as  being  equally  or  more 
punctual  and  having  equal  or  better  attendance  records  than  workers 
without  disabilities. 

Myth:  Workers  with  disabilities  aren’t  reliable. 

Fact:  More  than  three-fourths  of  department  heads/line  managers 
surveyed  rate  workers  with  disabilities  as  equally  or  more  reliable 
than  workers  without  disabilities. 

Myth:  Workers  with  disabilities  do  not  want  to  work. 

Fact:  Two-thirds  of  working-age  Americans  with  disabilities  surveyed 
are  not  employed;  of  those,  two-thirds  want  to  work. 
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Fact :  More  than  three-fourths  of  department  heads/line  managers 
surveyed  rate  workers  with  disabilities  as  equally  or  more  willing  to 
work  hard  compared  with  workers  without  disabilities. 

Myth :  Bringing  more  workers  with  disabilities  into  the  work  force  will 
take  jobs  from  people  without  disabilities  who  need  them. 

Fact :  People  with  disabilities  need  jobs  too.  Costs  to  be  self 
supporting  exceed  government  allowances.  Only  a  small  portion  of 
the  public  surveyed  think  bringing  more  people  with  disabilities  into 
the  work  force  will  threaten  to  take  jobs  from  people  without 
disabilities;  conversely,  more  than  three-fourths  thinks  it  will  be  a 
boost  to  the  nation  by  taking  people  off  welfare  and  putting  them  to 
work. 

Myth :  The  public  does  not  support  the  American  with  Disabilities 
Act. 

Fact :  Almost  all  of  the  public  surveyed  support  the  ADA  provision 
banning  job  discrimination  based  on  disability. 

Fact :  More  than  three-fourths  of  the  public  surveyed  support 
affirmative  action  programs  for  people  with  disabilities  similar  to 
those  many  employers  and  colleges  have  for  women  and  minorities. 
Fact :  More  than  three-fourths  of  the  public  support  the  provision  that 
says  that  employers  with  more  than  fifteen  employees  must  make 
reasonable  accommodations  for  workers  with  disabilities. 


Source  for  Dispelling  Myths  about  Workers  with  Disabilities : 

Louis  Harris  and  Associates  Survey  For  The  International  Center  For  The  Disabled,  The  led  Survey  Ii: 
Employing  Disabled  Americans;  Berkeley  Planning  Associates  Survey  For  The  U.S.  Department  Of  Labor’s 
Employment  Standards  Administration,  A  Study  Of  Accommodations  Provided  To  Handicapped  Employees  By 
Federal  Contractors;  Louis  Harris  And  Associates  Survey  For  The  National  Organization  On  Disability,  Public 
Attitudes  Toward  People  With  Disabilities;  Louis  Harris  And  Associates  Survey  For  The  International  Center 
For  The  Disabled,  The  led  Survey  Of  Disabled  Americans:  Bringing  Disabled  Americans  Into  The  Mainstream. 
Reprinted  by  permission  Of  Peterson’s,  Princeton,  NJ  from  Job  Strategies  For  People  With  Disabilities  by 
Melanie  Astaire  Witt,  ©1992.  Available  at  local  bookstores  or  by  calling  the  publisher  at  800-338-3282. 
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UNIT  OVERVIEW 
JOB-KEEPING  SKILLS 


For  all  workers,  but  especially  those  with  disabilities,  the  crux  of 
maintaining  employment  is  the  development  of  appropriate  social 
skills:  understanding  the  effect  of  one’s  behavior  on  others,  using 
social  amenities  like  please  and  thank-you,  greeting  people  cordially 
and  responding  to  their  greetings,  remembering  people’s  names, 
understanding  the  concept  of  reciprocity,  sharing  with  others  about 
oneself  (but  not  too  much),  talking  (but  not  to  the  exclusion  of 
listening),  thanking  people  for  their  help  and  not  asking  for  help  if 
you  don’t  need  it,  responding  to  people’s  thoughtless  questions  about 
personal  issues  or  one’s  disability... the  list  goes  on  and  on! 

In  conducting  the  lessons  of  this  unit,  it  will  be  important  to 
establish  an  atmosphere  of  support  and  to  remain  positive  with 
students.  It  is  hard  for  most  people  to  take  feedback  that  indicates  a 
need  for  improvement,  and  self-esteem  is  easily  eroded  in  young 
people.  Be  sure  to  give  equal  time  to  things  students  do  well,  and  try 
to  lead  students  to  identity  for  themselves  areas  for  improvement  and 
ideas  on  how  to  accomplish  their  goals.  Be  sensitive  as  to  what  issues 
are  appropriate  to  discuss  in  a  group  setting  and  which  ones  might  be 
better  handled  on  a  one-to-one  basis.  Self-disclosure  on  your  part  can 
provide  a  valuable  model  to  students.  If  you  can  comfortably  talk 
about  things  you  would  like  to  do  or  are  working  to  improve  and  how 
you  are  going  about  it,  students  will  be  more  likely  to  understand  the 
distinction  between  behavior  change  and  a  person’s  intrinsic  worth. 
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JK  1 

WORK  HABITS 
Student  Manual  reference:  218  -  223 

LESSON  OBJECTIVES 

♦  Understand  the  “Do’s  and  Don’ts”  of  getting  along  with  coworkers 
(i.e.,  work  habits) 

♦  Know  other  aspects  of  keeping  a  job  (e.g.,  changing  expectations 
over  time,  need  for  self  discipline) 

♦  Understand  what  is  involved  in  performance  evaluations 

♦  Complete  “My  Work  Habits”  assignment 


ADAPTATIONS 

Instructional  Discussing  work  habits  as  a  group  activity  is  highly 
recommended.  Lead  a  discussion  of  what  habits  are,  how  people  form 
habits,  and  how  they  develop  their  habits  by  modeling  people  they 
know  and  care  about  in  their  own  lives.  Make  the  point  that,  for 
students,  school  is  work  and  therefore  the  kinds  of  work  habits  they 
demonstrate  in  school  are  very  likely  to  be  the  kinds  of  habits  that  will 
be  demonstrated  on  the  job  once  they  have  left  school.  Review  the 
lists  of  “Do’s  and  Don’ts”  with  students,  meeting  on  an  individual 
basis  to  discuss  each  student’s  work  habits.  Before  offering  your 
opinion  of  the  student’s  performance  on  various  criterion  behaviors, 
ask  the  student  to  assess  him  or  herself.  Help  students  understand  how 
the  term  “work”  applies  in  various  environments;  for  example, 
responsibilities  at  home,  choir  practice  at  church,  or  academic  work  at 
school.  Do  they  follow  through  as  expected,  performing  up  to 
standard  in  a  timely  way?  Often,  habits  are  general,  not  environment- 
specific.  Thus,  if  a  student  is  always  late  to  school,  he  or  she  may 
exhibit  this  habit  in  other  environments  as  well.  If  a  student  is  sloppy 
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about  school  work,  he  or  she  may  be  sloppy  in  other  environments. 
Pointing  out  the  across-the-board  nature  of  many  habits  can  segue 
nicely  into  the  topic  of  personality  goals  in  the  next  lesson,  JK  3. 
Throughout,  it  is  important  to  stress  the  concept  of  inherent  worth, 
while  acknowledging  that  everyone  has  habits  that  could  be  improved. 
Sharing  one  of  your  personal  challenges  is  appropriate  and  can  help 
students  understand  that  owning  up  to  deficits  can  be  a  positive 
expression  of  self-esteem,  when  the  behavior  is  looked  at  from  a 
perspective  of  constructive  change.  With  instructional  level  students, 
it  is  essential  that  they  perform  self-evaluations  of  their  work  habits  in 
various  settings,  as  well  as  solicit  evaluations  from  significant  others 
in  their  lives:  parents,  teachers,  other  facilitators,  and  peers  whenever 
possible. 

Advocacy  Review  the  lists  of  “Do’s  and  Don’ts”  for  the  workplace 
and  evaluate  the  student  against  the  list.  Are  there  behaviors  that  will 
serve  the  student  well  in  the  work  environment?  Are  there  areas  that 
will  very  likely  be  problematic?  Use  the  problem  solving  procedure 
from  GS  4  and  concentrate  on  addressing  the  problems  one  at  a  time. 
For  example,  if  the  student’s  problem  is  poor  grooming,  you  may  need 
to  first  approach  the  family  and  establish  a  system  of  grooming  that  is 
effective.  “Plan  B”  might  be  to  keep  a  clean  change  of  clothing  and 
some  toiletry  items  at  school.  Work  on  behavior  change  in  the 
environment  where  the  behavior  is  a  problem;  however,  in  the  case  of 
some  work  related  behaviors,  establishing  new  habits  at  school  may 
make  it  easier  to  encourage  the  behavior  at  work.  Perhaps  the  student 
does  not  communicate  upon  entering  the  classroom.  While  not  a 
major  problem  at  school,  this  could  serve  to  distance  the  student  from 
coworkers  once  the  student  is  placed  in  a  job.  A  goal  could  be 
established  for  the  student  to  smile  and  say  “Good  morning,  Ms. 
Fields”  upon  entering  the  classroom.  While  this  behavior  might  not 
immediately  transfer  to  the  workplace,  it  will  be  easier  to  teach  the 
student  to  greet  coworkers  if  the  habit  has  a  precedent.  Try  to  use 
natural  supports  whenever  possible.  If  the  student,  upon  greeting  the 
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teacher,  is  invited  to  do  a  task  he  enjoys  such  as  feeding  a  class  pet  or 
watering  plants  (and  not  invited  to  do  so  when  he  does  not  make  his 
presence  known  in  an  appropriate  way),  the  point  is  made  that  social 
skills  promote  interaction  and  interdependence  among  people-much 
more  “real  world”  than,  for  example,  getting  a  piece  of  candy  as  a 
reinforcer.  Personal  relationships  are  powerful  aids  to  adjustment. 
The  idea  is  not  to  expect  that  the  student  will  be  able  to  function 
independently  but  to  establish  natural  supports  in  the  environment, 
using  the  same  behavior  management  techniques  that  have  been 
effective  with  the  student  in  the  past.  What  habits  can  you  work  on 
establishing  that  will  serve  the  student  well  in  a  future  job  placement? 

Once  the  student  has  a  training  or  permanent  job  placement,  it 
will  be  important  to  establish  as  many  natural  supports  as  feasible. 
Ideally,  the  trainer  and/or  job  coach  fade  their  involvement  as  people 
in  the  student’s  work  environment  learn  to  interface  with  the  student. 
In  some  cases,  a  modification  can  be  made  to  the  environment  that 
eliminates  the  opportunity  for  the  maladaptive  behavior— take  easy 
fixes  when  you  can  get  them  unless  the  behavior  needs  to  be 
addressed  for  other  reasons.  For  example,  if  a  student  works  mornings 
and  is  lethargic  because  of  medications  taken  the  previous  night,  can 
the  student  work  a  later  shift?  Whenever  possible,  keep  the  ultimate 
outcome  in  mind  and  direct  your  efforts  toward  achieving  it:  the 
student  functioning  effectively  in  an  environment  that  is  set  up  to 
support  him  or  her  with  as  little  outside  involvement  as  possible. 
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WORK  HABIT  WORD  LIST 


JK2 

PERSONNEL  EVALUATIONS 
Student  Manual  reference:  224  -  227 

LESSON  OBJECTIVES 

♦  Understand  what  a  personnel  evaluation  is  and  what  it  covers 

♦  Understand  the  difference  between  work  habits  and  work  skills 

♦  Know  how  to  participate  in  a  personnel  evaluation 

♦  Complete  “Self-Evaluation”  assignment 


ADAPTATIONS 

Instructional  After  students  have  identified  their  work  habits  in 
lesson  JK  1,  they  can  consult  people  from  their  personal  network  in 
order  to  get  other  perspectives  on  their  performance  and  ideas  for 
ways  to  improve.  Caution  students  to  choose  their  consultants 
carefully,  thinking  first  about  whether  the  person’s  feedback  is  likely 
to  be  valuable  and  delivered  in  a  positive  way  (which  is  not 
necessarily  the  same  as  saying  positive  things!)  Consider  having 
students  complete  the  Worker  Evaluation  form  from  their  Student 
Manual  with  a  number  of  people,  and  then  discussing  the  results  one- 
on-one  with  you  or  in  a  group  (the  Worker  Evaluation  form  is  located 
in  the  “Forms”  section  of  this  supplement).  Point  out  to  students  that 
their  performance  over  time  matters,  which  will  be  indicated  through 
school  records,  through  their  attendance  records,  and  their  grades  over 
the  course  of  their  school  involvement.  Give  illustrations  that 
demonstrate  various  arenas  in  which  performance  can  be  evaluated, 
such  as  chores  at  home,  work  at  school,  and  community  involvement. 
Help  students  understand  the  various  measures  of  performance,  such 
as  attendance,  cooperation,  quality  of  work,  and  other  indicators  by 
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using  a  variety  of  examples.  Construct  hypothetical  characters, 
describing  their  performance,  and  have  students  rate  them,  suggesting 
ways  in  which  they  might  improve.  Be  sure  to  tie  performance  to  job 
retention,  personal  satisfaction,  and  possible  advancement  or 
increased  privileges. 

Advocacy  Feedback  on  performance  is  very  important  to  advocacy 
level  students.  The  key  is  to  keep  personnel  evaluations  meaningful  to 
the  student.  If  there  is  a  system  that  the  student  understands  and  is 
accustomed  to,  try  to  use  it  in  the  work  environment  as  well.  The 
criteria  in  the  Worker  Evaluation  form  in  this  lesson  are  simple  and 
straightforward  to  use,  and  can  be  adapted  to  fit  the  student’s 
feedback  system  (see  Information  Supplement ,  “Forms”  section,  for 
the  Worker  Evaluation  form).  For  example,  if  you  traditionally  use 
checklists  in  which  the  student  receives  a  star  for  good  performance 
and  nothing  for  unacceptable  performance,  apply  that  system  to  this 
list  of  performance  indicators  from  the  checklist.  When  setting  up  an 
evaluation  system,  remember  that  it  is  important  to  give  feedback 
often  at  first,  perhaps  on  a  daily  basis,  then  fading  over  time  to  once  a 
week,  every  other  week,  once  a  month,  and  so  forth.  Eventually,  you 
may  be  able  to  reduce  the  feedback  significantly,  but  with  most 
advocacy  level  students  it  will  be  helpful  to  share  the  evaluation 
criteria  with  the  student’s  coworkers  and  supervisors  and  to  ask  their 
help  in  continuing  to  give  the  student  feedback,  either  formally  or 
informally,  on  an  ongoing,  regular  basis. 
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JK  3 

PERSONALITY  GOALS 
Student  Manual  reference:  228  -  234 

LESSON  OBJECTIVES 

♦  Know  how  personality  goals  relate  to  work 

♦  Understand  the  process  of  identifying  and  examining  problems 

♦  Review  GS  4:  Problem  Solving  Skills 

♦  Review  JK  1  ’s  “Work  Habits”  assignment 

♦  Complete  “Set  a  Personality  Goal”  assignment 


ADAPTATIONS 

Instructional  In  order  to  move  into  personality  goal  setting, 
instructional  students  may  very  well  need  individual  counseling  or 
guidance  time  with  their  facilitator  to  discuss  the  kinds  of  behaviors 
they  see  in  themselves  currently  and  those  they  would  choose  for  an 
ideal  future  self.  To  do  some  comparisons  of  these  two  personas— the 
present  self  and  the  ideal  future  self— see  if  students  can  identify 
something  that  they  could  be  working  on  in  the  near  future  to  help 
them  grow  into  the  person  that  they  ultimately  want  to  be.  The 
facilitator  may  choose  to  record  these  discussions  to  play  back  for  the 
student,  or  to  record  notes  (braille  or  print)  of  the  discussion  to  share 
with  the  student  as  a  follow  up. 

The  work  habits  that  students  have  been  analyzing  in  the  earlier 
part  of  this  unit,  both  through  self-evaluation  and  that  of  other  people, 
are  a  good  springboard  from  which  to  begin  the  self-exploration  that 
is  so  critical  to  personality  goals.  Examining  those  work  habits  and 
discussing  with  the  facilitator  the  kinds  of  behaviors  that  people  may 
have  observed— both  the  positives  and  the  negatives— gives  students  a 
basis  to  evaluate  how  they  are  performing  in  the  present  and  how  they 
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would  like  to  improve  in  the  future.  The  facilitator  will  need  to  help 
students  understand  that  personality  goals  are  long  term  goals  that 
evolve  as  the  student  develops  over  the  course  of  a  lifetime.  They  are 
not  the  quick  and  easily  accomplished  goals,  such  as  those  goals  listed 
on  a  “To  Do”  list.  The  facilitator  may  need  to  help  students  break 
these  long  term  goals  down  into  more  basic  and  observable  steps,  so 
that  progress  can  be  noted  on  a  regular  basis. 

Advocacy  In  setting  personality  goals,  it  will  be  primarily  the 
facilitator  working  with  family  and  other  service  providers  who  set 
and  monitors  goals.  In  setting  personality  goals  for  the  advocacy  level 
student,  use  your  knowledge  of  the  work  culture  in  which  the  student 
is  working  or  will  most  likely  be  placed,  and  prioritize  the  goals  based 
upon  what  will  make  the  greatest  difference  in  the  student  being 
accepted  in  the  work  environment.  Teach  the  specific  behavior  you 
want  the  student  to  exhibit:  for  example,  using  a  normal  speaking 
tone,  smiling,  arriving  to  work  on  time,  or  making  appropriate 
physical  contact  with  others.  Be  creative  and  innovative  in  identifying 
what  is  rewarding  about  current  behavior  and  how  a  different,  more 
appropriate  behavior  can  be  reinforced  as  a  substitute.  Again,  a 
consistent  response  from  all  who  come  into  contact  with  the  behavior 
related  to  the  goal  is  important;  be  sure  to  communicate  the  strategy 
clearly  to  all  people  who  are  in  a  position  to  reinforce  the  behavior 
change. 
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JK  4 

MONEY  MANAGEMENT 
Student  Manual  reference:  235  -  242 

LESSON  OBJECTIVES 

♦  Understand  the  difference  between  a  survival  budget  and  budget 
with  money  for  extras 

♦  Know  the  categories  of  expenses  and  what  they  mean 

♦  Complete  “Budgeting”  assignment 


ADAPTATIONS 

Instructional  Examples  and  instructional  experiences  organized  by 
the  facilitator  are  very  effective  ways  of  approaching  this  lesson.  A 
number  of  activities  can  help  students  develop  a  working 
understanding  of  how  much  money  it  takes  to  survive  once  they  leave 
school.  Consider  the  following:  using  the  newspaper  classified  ads  or 
calling  rental  agencies  to  find  out  the  cost  of  housing;  making  phone 
calls  to  the  electric  company,  phone  company,  or  the  water  company 
to  calculate  average  monthly  costs  of  utilities  for  a  family  of  four 
versus  an  individual  person;  having  students  do  some  comparative 
shopping  when  they  are  out  with  their  parents— for  example  grocery 
shopping;  and,  asking  the  students  to  make  notations  of  the  amount  of 
money  that  their  family  spends  over  the  course  of  a  week  or  month. 
In  addition,  help  students  set  up  journals  in  which  they  enter  the 
amount  they  spend  on  food  for  themselves,  recreation,  clothing, 
transportation  expenses,  and  any  other  expenses  over  the  course  of  a 
semester  or  an  academic  year.  Review  the  journals  periodically  to 
develop  their  understanding  of  what  kind  of  income  would  be 
required  in  order  to  support  themselves  in  the  style  to  which  they  are 
accustomed. 
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Another  activity  is  the  projected  budget.  The  facilitator  may 
need  to  work  alongside  the  student  to  complete  the  research 
component:  to  ascertain,  for  example,  the  cost  of  a  one  bedroom 
apartment,  probing  to  see  whether  or  not  the  information  given  to 
them  includes  utilities,  estimating  their  average  phone  expenses,  and 
then  plugging  this  information  into  a  projected  budget.  In  general,  the 
primary  role  for  the  facilitator  with  instructional  level  students  will  be 
to  ask  the  student  questions  as  he  or  she  goes  through  the  process  of 
developing  these  budgets:  to  double-check,  to  make  sure  that  students 
know  the  current  minimum  wage  and  how  it  translates  into  an  income 
working  20  hours  a  week,  40  hours  a  week,  or  60  hours  a  week.  In 
this  way,  students  can  begin  to  see  the  correlation  between  the  amount 
of  money  earned  and  the  amount  of  money  a  person  can  afford  to 
spend  across  various  categories.  If  you  have  access  to  newspapers 
from  other  cities  or  the  Internet,  check  on  costs  in  other  locations 
around  the  country  for  such  things  as  housing  and  food,  as  well  as 
salaries  for  certain  job  positions.  Make  the  point  that  income  and 
expenses  vary  from  location  to  location,  and  must  be  considered  in 
relation  to  each  other. 

The  facilitator  may  want  to  develop  some  budget  examples  in 
addition  to  those  included  in  the  Student  Manual  to  use  in  a  group 
analysis  of  whether  a  person  is  spending  too  much,  too  little,  or  an 
appropriate  amount  in  terms  of  their  income  and  the  kinds  of  things 
that  they  need  in  order  to  live  a  fairly  decent  life.  Accentuate  the 
element  of  choice  in  your  hypothetical  budgets.  For  example,  one 
scenario  may  have  a  person  spending  more  to  live  alone  because  they 
value  it,  while  another  may  save  money  by  sharing  living  quarters  but 
spend  more  on  clothing  or  entertainment. 

Instructional  level  students  leam  best  by  engaging  in  learning 
activities  that  are  relevant  to  them.  So  if,  for  example,  a  student  is 
saving  his  or  her  money  to  purchase  a  CD  player,  use  CD  players  as 
the  item  for  practicing  comparison  shopping  by  looking  at  the 
different  advertisements  or  pricing  players  in  several  stores  (with 
sighted  assistance,  as  necessary).  By  researching  features  that  are 
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available,  the  student  learns  about  relative  value:  How  much  time 
would  have  to  be  spent  in  a  work  activity  to  earn  enough  money  to 
buy  a  particular  piece  of  equipment?  This  process  helps  young  people 
understand  that  money  translates  into  options  with  regard  to  acquiring 
the  things  that  you  want,  and  doing  the  things  you  want  to  do.  A  class 
project  might  be  to  plan  a  field  trip  to  a  large  city  in  the  state  to 
participate  in  an  extracurricular  activity  such  as  a  theater  production 
or  a  museum  tour,  with  students  researching  and  tallying  costs  to 
determine  how  much  money  to  raise  for  the  trip.  Individual  students 
might  plan  a  trip,  such  as  a  visit  to  a  grandparent  or  distant  friend. 
The  requirement  is  that  the  item,  activity,  or  event  be  of  high  interest 
to  the  student  so  that  the  young  person  is  motivated  to  learn  how  to 
analyze  and  make  sense  of  the  concept  of  money  and  budgeting  by 
applying  it  to  the  subject  of  interest. 

Advocacy  It  is  important  to  discuss  financial  arrangements  now 
and  for  the  future  with  the  parents  or  caregivers  of  advocacy  level 
students.  While  the  student  will  likely  have  limited  ability  to 
understand  finances,  it  is  important  that  investigations  begin  as  early 
as  possible  for  the  student’s  future.  Is  the  family  in  a  position  to 
provide  physically  and  financially  for  the  student’s  lifetime?  What 
programs  can  be  investigated  for  future  participation?  Programs  such 
as  Personal  Futures  Planning  can  create  a  warm  and  supportive 
atmosphere  in  which  to  discuss  these  issues  that  are  typically  difficult 
but  almost  always  relevant  to  the  advocacy  level  student  (see  pp.  100  - 
104). 
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PERSONAL  FUTURES  PLANNING 


Personal  Futures  Planning  (PFP)  is  an  approach  to  life  planning  that  lends 
itself  well  to  working  with  students  in  transition,  particularly  advocacy  level 
students.  It  establishes  a  vision  for  the  student’s  future  in  a  supportive 
environment,  creating  a  circle  of  people  who  commit  to  making  that  future  a 
reality.  Participants  in  the  meetings  can  include  friends  and  family  members, 
neighbors,  service  providers,  past  and  present  coworkers  and  employers, 
community  members,  professionals— basically,  anyone  who  cares  about  the 
student  and/or  has  resources  that  will  contribute  to  the  shared  vision  of  the 
student’s  future. 


A  Comparison  Of  Approaches  * 


TRADITIONAL  TRANSITION  PLAN 

PERSONAL  FUTURES  PLAN 

A  team  of  service  providers  meets  annually 
or  more  frequently  as  needed  with  the 
parents  and  youth  to  develop  a  plan  for 
educational  and  related  services. 

A  circle  of  support  made  up  of  the  student, 
parents,  and  other  family  members  in 
addition  to  service  providers  and  general 
community  members  meets  monthly  or  as 
often  as  needed  to  develop  a  future  vision 
for  the  student  and  to  implement  an  action 
plan  to  achieve  the  future  vision. 

A  transdisciplinary  team  conducts  and 
interprets  assessment  data  using 
standardized  and  non-standardized 
assessment  mechanisms. 

A  circle  of  support  gathers,  organizes,  and 
manages  assessment  information  into  a 
personal  profile  and  future  vision  using 
highly  visual  (and  highly  descriptive) 
graphics  known  as  maps. 

The  student  is  invited  to  participate  in  the 
team  meeting  as  appropriate 

The  circle  defines  a  role  in  its  structure  for 
the  student  and  assists  him  or  her  in 
assuming  the  role  in  a  respected  and 
competent  manner. 

Parents  are  invited  to  participate  in  the 
development  of  the  individualized  transition 
plan  (ITP). 

Student,  parents,  other  family  members, 
friends,  and  general  community  members 
define  the  personal  profile  and  future  vision, 
and  look  to  service  providers  to  support  the 
plan,  often  non-traditionally. 

An  ITP  with  a  statement  of  needed 
transition  services  is  mandated  to  guide 
outcomes  and  support  services. 

A  future  vision  and  an  action  plan  guide  the 
circle’s  activities  and  are  used  to  develop 
the  ITP  plan  content. 

Implementation  of  the  ITP  is  ensured 
through  entitlement  services,  due  process, 
and  professional  services. 

Implementation  of  the  plan  depends  upon 
the  commitment  of  the  circle  of  support  to 
the  student  and  family. 
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The  Personal  Futures  Planning  Meeting  Format 

A  basic  format  for  conducting  a  Personal  Futures  Planning 
meeting  follows.  Even  if  there  are  Individual  Educational  Planning  or 
Individual  Transition  Planning  documents  that  you  are  required  to 
complete,  you  can  often  modify  the  style  in  which  you  conduct  the 
meeting.  Try  to  involve  students  by  discussing  with  them  who  they 
would  like  to  include  at  their  planning  meeting,  and  don’t  be  too 
quick  to  reject  suggestions!  In  one  instance,  a  student  asked  to  have  a 
teenage  neighbor  at  his  meeting,  and  the  young  man  ended  up  being 
the  one  to  help  the  student  acquire  a  job  at  the  restaurant  where  he 
worked!  Let  the  student  issue  the  invitations  whenever  possible  and 
get  the  parents  involved  in  inviting  people  they  know  who  could  come 
as  an  “interested  party”  to  the  meeting,  with  no  strings  attached. 

If  possible,  hold  the  meeting  in  a  home  or  other  comfortable 
setting.  If  the  meeting  must  be  held  in  school  or  an  institutional 
setting,  try  to  arrange  the  seating  in  a  casual,  relaxed  configuration. 
Ask  participants  to  help  by  bringing  a  box  of  cookies,  a  beverage, 
donuts--the  idea  of  contribution  is  more  important  than  the  actual 
refreshment.  Even  a  pitcher  of  water  or  a  pot  of  coffee  is  a  start!  Do 
things  that  weave  the  individuals  into  a  supportive  group,  such  as 
having  different  members  contribute  things,  having  a  non-member  be 
the  recorder  which  will  allow  all  team  members  to  function  as  an 
unbroken  unit,  and  maintaining  a  relaxed,  positive  tone  that  invites  all 
to  participate  in  establishing  a  joint  future  vision.  Use  the  following 
outline  as  a  framework  for  the  meeting. 

Personal  Futures  Planning  Meeting  Outline 

Before  the  meeting : 

Consult  with  people  from  the  student’s  personal  network  (SA  1)  about 
who  might  be  helpful  to  have  at  a  meeting  where  envisioning  the 
student’s  future  is  the  focus.  Ask  a  non-participant  to  serve  as  the 
recorder,  whose  functions  are  to  write  down  all  ideas  and  information 
on  chart  paper  that  is  taped  around  the  room  on  the  walls,  and  to  read 
information  out  loud  as  needed.  Headings  for  the  sheets  include: 
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“Who  is  (student’s  name)?”  “Future  Vision,”  “Assets,”  “Necessary 
Steps  to  Vision,”  “Challenges  to  Overcome,”  and  “Challenge-busting 
Strategies.” 

At  the  meeting: 

A.  Welcome  participants  or,  better  yet,  have  the  student  practice 
ahead  of  time,  and  have  him  or  her  do  this  part!  Explain  the  purpose 
of  the  meeting  as  an  opportunity  to  focus  on  (student’s  name)  and 
ways  to  assist  him/her  in  creating  a  future  that  supports  his  or  her 
goals  in  life. 

B.  Each  participant  contributes  his/her  understanding  of  the  student, 
answering  the  question  “Who  is  (name)?”  Make  these  statements 
positive  or,  at  the  very  least,  neutral,  including  factual  information 
about  the  student’s  history  and  circumstances. 


C.  Envision  a  future!  What  wishes  do  the  student  and  those  who 
know  him  or  her  have  for  the  student’s  future?  These  may  be 
educational,  residential,  vocational,  hobbies  and  interests,  health- 
maintenance  related— all  domains  of  life.  This  is  a  time  to  brainstorm 
without  judging  the  practicality,  to  develop  a  shared  vision.  Later  in 
the  meeting,  there  will  be  an  opportunity  to  modify  the  specifics  and 
determine  if  and  how  these  visions  can  be  realized.  This  activity,  more 
than  any  other  section  of  the  meeting,  is  critical  to  the  creation  of  a 
close-knit,  caring  atmosphere:  to  the  extent  that  this  is  accomplished, 
the  participants  will  have  a  personal  stake  in  the  student’s  success. 


D.  What  assets,  in  terms  of  interests,  abilities,  people-support,  and  so 
forth  ,  does  the  student  have  that  could  relate  to  the  vision?  Examples 
might  include:  “he  is  friendly”;  “has  parents  that  care  for  and  support 
him”;  “likes  animals”;  “has  good  hygiene”;  “enjoys  music”;  “has  a 
part-time  job  that  she  performs  well”;  “achieves  good  grades”;  or,  “is 
very  self-directed.”  Keep  these  positive  and  list  as  many  as  possible, 
without  being  patronizing. 
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E.  Now  it  is  time  to  blend  the  student’s  assets  with  the  vision.  What 
opportunities  are  there  to  move  toward  the  vision?  What  common 
denominators  of  the  vision  are  most  important  to  the  student,  and 
what  intermediate  steps  toward  reaching  these  goals,  however  small, 
are  achievable? 

F.  What  challenges,  relative  to  “E”  does  the  student  face?  These 
might  address  personal  barriers  such  as  needing  to  develop  more 
patience,  to  environmental  issues  such  as  establishing  adequate 
transportation.  These  statements  should  be  directly  linked  to  the  steps 
to  reach  student  goals  that  was  charted  in  “E.”  This  will  serve  to 
increase  understanding  and  motivation  for  the  student  and  the  group 
to  invest  in  overcoming  the  challenges  ahead. 

G.  What  are  some  effective  ways  to  break  through  these  barriers; 
ways  to  respond  to  these  challenges?  These  will  become  goals  and 
objectives.  Be  sure  to  specify  who  will  take  responsibility  for  each, 
and  the  time  frame  in  which  the  specified  action  is  to  be  completed. 
Write  down  these  goals,  responsible  parties,  and  completion  dates  and 
make  sure  every  participant  has  a  copy.  Elave  a  checks  and  balances 
system  to  make  sure  people  are  working  on  their  responsibilities  (e.g., 
student  calls  and  checks  with  the  responsible  party  in  a  week,  the 
person  notifies  the  meeting  leader  within  a  specified  time  period,  a 
“check-back”  meeting  is  scheduled  for  a  particular  date.) 

While  there  is  no  “magic  bullet”  in  creating  effective  outcomes 
for  students,  personal  futures  planning  offers  an  approach  that 
encourages  group  cohesiveness  and  individual  ownership.  The  best 
plans  are  the  ones  that  reflect  the  student’s  wishes  for  his  or  her  life: 
they  are  the  ones  most  likely  to  succeed.  If  you  would  like  more 
information  about  person  centered  planning  processes,  explore  the 
resources  listed  below. 
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PFP  Resources 

Mount,  Beth,  Ducharme,  George,  &  Beeman,  Pat.  (1991). 
Person  Centered  Development.  Manchester,  CT:  Communitas,  Inc., 
P.O.  Box  374,  Manchester,  CT  06040.  Phone:  203-645-6976 

Mount,  Beth.  (1991).  Dare  to  Dream.  Manchester,  CT: 
Communitas,  Inc.  P.O.  Box  374,  Manchester,  CT  06040.  Phone:  203- 
645-6976 

Moss,  Kate,  &  Wiley,  David.  (1993).  A  Personal  Futures  Plan. 
Austin:  Texas  School  for  the  Blind  and  Visually  Impaired,  Outreach 
Department,  1 100  W.  45th  St.,  Austin,  TX  78656 

Vandercook,  Terry,  York,  Jennifer,  &  Forest,  Marsha.  The 
McGill  Action  Planning  System  (MAPS):  A  Strategy  for  Building  the 
Vision.  The  Journal  of  the  Association  for  Persons  with  Severe 
Handicaps.  Vol.  14  (3),  Fall  1989,  pps.  205-215. 


*  Adapted  from:  Everson,  J.  (Ed.).  (1995).  Transition  services  for  youths  who  are 
deaf  blind:  A  " best  practices"  guide  for  educators.  Sands  Point,  NY:  Helen  Keller 
National  Center,  Technical  Assistance  Center 
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RESOURCES 

Organizations 

Additional  resources  are  available  in  the  Student  Manual  Resources 
unit. 

Association  for  Education  and  Rehabilitation  of  the  Blind  and 
Visually  Impaired  (AER),  4600  Duke  Street,  Suite  430,  P.O.  Box 
222397  Alexandria,  VA  22304.  Phone:  703-823-9690  Fax:  823- 
9695. 

As  the  professional  association  for  the  field,  AER  sponsors  an 
international  conference  every  two  years  and  publishes  a  newsletter, 
AER  Report  six  times  a  year.  Other  publications  include  RE:view  and 
Job  Exchange  Monthly  (see  “Periodicals”). 

Council  for  Exceptional  Children,  1920  Association  Dr.,  Reston, 
VA  22091.  Phone:  703-620-3660;  800-232-7323  (publications); 
800-845-6232  (membership).  Fax:  703-264-9494. 

CEC  provides  a  variety  of  support  and  information  services  to 
professionals  who  work  with  children  with  disabilities.  Contact  for 
information  on  publications  and  services.  Publish  the  periodicals 
Exceptional  Children  and  Exceptional  Parent  (see  “Periodicals”). 

The  Lighthouse  National  Center  for  Vision  and  Child 
Development,  111  East  59th  St.,  New  York,  NY  10022.  Phone: 
212-821-9491;  800-334-5497  Fax:  212-821-9705  TDD:  212-821- 
9713  E-mail:  mbeck@lighthouse.org 

Works  with  families  of  children  who  are  visually  impaired  and  blind, 
professionals,  and  the  general  public.  The  center’s  main  purpose  is  to 
establish  connections  among  the  many  people  who  can  enhance  the 
early  development  of  children  who  are  visually  impaired  and  blind. 
Offer  print  and  audio/visual  products  about  vision  and  child 
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development.  Publishes  Aging  and  Vision  News  and  Envision 
newsletter  (see  “Periodicals”). 

National  Association  for  Parents  of  the  Visually  Impaired.  P.O. 
Box  317,  Watertown,  MA  02272-0317.  Phone:  800-562-6265  Fax: 
617-972-7444. 

Offers  support,  information,  and  service  to  parents  and  families  of 
children  who  are  visually  impaired.  Publishes  a  newsletter,  Aware  (see 
“Periodicals”). 

National  Library  Service  for  the  Blind  and  Physically 
Handicapped,  The  Library  of  Congress,  Washington,  DC  20542. 

Reference  Circulars  are  published  periodically  in  topical  areas,  such 
as  “Information  and  Advocacy  Organizations”  (No.  96-01,  January 
1996)  and  “Assistive  Devices  for  Reading”  (No.  93-02,  September, 
1993) 

National  Rehabilitation  Information  Center  (NARIC),  8455 
Colesville  Road,  Suite  935,  Silver  Spring,  MD  20910.  Phone:  301- 
588-9284;  800-346-2742. 

A  library  and  information  center  on  disability  and  rehabilitation 
funded  by  the  National  Institute  on  Disability  and  Rehabilitation 
Research  with  the  mission  of  collecting  and  disseminating 
information. 
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RESOURCES 
Recommended  Readings:  Periodicals 


Intervention  levels  indicated  in  bold  following  entry: 

I  =  Informational  &  Instructional,  A  =  Advocacy 

AER  Report .  Association  for  Education  and  Rehabilitation  of  the 
Blind  and  Visually  Impaired,  4600  Duke  Street,  Suite  430,  P.O. 
Box  22397  Alexandria,  VA  22304,  703-823-18449690  Fax:  823- 
9695. 

Newsletter  published  six  times  a  year  with  current  information  on 
topics  of  interest  to  professionals  and  others  involved  in  the  field  of 
blindness.  (I  &  A) 

Career  Opportunities  News .  Garrett  Park  Press,  Garrett  Park,  MD 
20896.  Six  issues  per  year  plus  bonuses,  lyr,  $30. 

A  newsletter  that  offers  good  information  on  the  job  market  for  people 
of  all  ages,  disabled  and  non-disabled.  (I) 

Exceptional  Children.  CEC  Subscriptions,  1920  Association 
Drive,  Reston,  VA  22091-9810.  Phone:  703-620-3660.  Publishes 
original  research  on  the  education  of  children  who  are  disabled  and 
articles  in  professional  issues  of  concern  to  special  educators. 
Published  four  times  per  year.  (I  &  A) 

Exceptional  Parent  P.O.  Box  3000,  Department  EP,  Denville,  NJ 
07834-9919.  Phone:  800-247-8080. 

Dedicated  to  helping  parents,  professionals,  and  educators  care  for  a 
child  or  young  adult  with  a  disability.  Published  monthly.  (I  &  A) 
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Job  Exchange  Monthly.  The  Association  for  Education  and 
Rehabilitation  of  the  Blind  and  Visually  Impaired,  206  N. 
Washington  Street,  Suite  320,  Alexandria,  VA  22314.  Phone:  703- 
823-9690.  Fax:  703-823-9695. 

National  job  listings  in  the  field  of  visual  impairment  and  blindness. 

(I) 

Journal  Of  Visual  Impairment  &  Blindness  (JVIB).  AFB  Press,  11 
Penn  Plaza,  Suite  300,  New  York,  NY  10001.  Phone:  212-502- 
5463  Fax:  212-502-7774. 

The  international,  interdisciplinary  journal  of  record  on  blindness  and 
visual  impairment  published  bi-monthly.  (I  &  A) 

RE:view  (Rehabilitation  And  Education  For  Blindness  And  Visual 
Impairment).  Published  quarterly  under  the  auspices  of  the 
Association  for  Education  and  Rehabilitation  of  the  Blind  and 
Visually  Impaired,  4600  Duke  Street,  Suite  430,  P.O.  Box  22397 
Alexandria,  VA  22304,  703-823-18449690  Fax:  823-9695. 

Provides  opportunities  for  publication  of  materials  authored  by 
professionals  in  the  field  of  blindness.  Articles  represent  a  variety  of 
opinions  and  divergent  ideas  on  issues  in  the  education  and 
rehabilitation  of  children  and  adults  who  are  blind  and  visually 
impaired.  (I  &  A) 
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RESOURCES 
Recommended  Readings:  Books 

Attmore,  M.  (1990).  Career  Perspectives:  Interviews  With  Blind 
And  Visually  Impaired  Professionals.  New  York:  American 
Foundation  for  the  Blind. 

This  is  a  series  of  interviews  with  blind  and  visually  impaired  people 
performing  white  collar  jobs.  (I) 

Azrin,  N.  &  Besalel,  V.  (1980).  Job  Club  Counselor’s  Manual:  A 
Behavioral  Approach  To  Vocational  Counseling.  Austin,  TX:  PRO- 
ED. 

An  excellent  counselor’s  manual  that  describes  how  to  set  up  and 
monitor  a  job  club  for  job  seekers.  Excellent  forms  are  included.  (I) 

Berkell,  D.  E.  &  Brown,  J.  M.  (1989).  Transition  From  School  To 
Work  For  Persons  With  Disabilities.  New  York:  Longman.  Phone: 
800-552-2259. 

In  this  collected  work,  authors  address  the  key  issues  in  the  transition 
process  and  review  how  current  practices  and  trends  affect  clients, 
professionals,  and  families.  (A) 

Bolles,  R.  N.  (1972,  revised  annually).  What  Color  Is  Your 
Parachute?  Berkeley,  CA:  Ten  Speed  Press. 

The  classic  career  counseling  resource  book.  This  book  includes 
numerous  self-exploration  activities  as  well  as  labor  market 
information.  (I) 

Brolin,  D.  E.  (1989).  Life  Centered  Career  Education:  A 
Competency  Based  Approach.  Reston,  VA:  Council  for 
Exceptional  Children. 

An  excellent  textbook  that  details  the  Life-Centered  Career  Education 
model  for  students  with  disabilities.  102  competencies  in  three  major 
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areas— Daily  Living  skills,  Personal/Social  skills,  and  Occupational 
Guidance  and  Preparation-are  identified  and  discussed.  (I  &  A) 

Clark,  G.M.  &  Kolstoe,  O.P.  (1995).  Career  Development  And 
Transition  Education  For  Adolescents  With  Disabilities .  Boston: 
Allyn  and  Bacon.  Phone:  800-223-1360 

The  model  presented  attempts  to  broaden  the  educational  choices  of 
high  school  students  and  their  families  to  include  the  academic, 
personal,  social,  employability,  and  daily  living  skills  and  knowledge 
prerequisite  to  effective  adult  living  and  a  satisfying  life-style.  The 
model  can  be  used  as  a  guide  for  curricula  and  program  services  and 
as  a  standard  for  judging  the  adequacy  of  high  school  programming. 

(I) 

Ellis,  D.  (1994).  Becoming  A  Master  Student  7th  edition.  Rapid 
City,  SD:  Houghton  Mifflin  Company. 

This  manual  is  a  comprehensive  guide  for  presenting  effective  student 
success  courses.  A  student  worktext  and  an  instructor  text  are 
available,  as  well  as  numerous  other  materials.  The  manual  offers,  in 
a  variety  of  approaches,  a  comprehensive  scope  of  materials  in  areas 
such  as  notetaking,  organization,  writing  skills,  and  relationships.  (I) 

Espinola,  O.  &  Croft,  D.  (1991).  Solutions:  Access  Technology 
For  People  Who  Are  Blind.  Boston:  National  Braille  Press. 

Explains  the  in’s  and  out’s  of  technology  in  language  that  makes  sense 
to  non-technical  types!  Covers  a  full  range  of  topics,  including  but 
not  limited  to,  word  processing  applications,  record  management, 
speech  access  systems,  braille  access  system,  and  optical  character 
readers.  a) 
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Everson,  J.M.  (Ed.),  (1995).  Transition  Services  For  Youths  Who 
Are  Deaf-Blind:  A  “Best  Practices ”  Guide  For  Educators .  The 
Helen  Keller  National  Center-Technical  Assistance  Center,  111 
Middle  Neck  Rd.,  Sands  Point,  NY  11050.  Phone:  516-944-8900 
Fax:  516-944-7302. 

This  document  was  developed  in  cooperation  with  the  U.S. 
Department  of  Education.  It  provides  an  up-to-date  overview  of  the 
scope  and  issues  involved  in  transition  planning  and  practice.  Quality 
indicators  are  described  in  a  number  of  domains,  including  but  not 
limited  to  communication,  medical  and  health  issues,  orientation  and 
mobility,  and  developing  involvement  in  work,  leisure,  continued 
education,  and  family  arenas.  Includes  forms  and  checklists  to  help  in 
intervention.  (A) 

Everson,  J.M.  (1993).  Youth  With  Disabilities:  Strategies  For 
Interagency  Transition  Programs .  Boston:  Andover  Medical 
Publishers.  Phone:  516-421-9421. 

Approaches  the  business  of  transition  planning  for  youth  with 
disabilities  from  a  multi-agency,  multi-disciplinary  perspective. 
Provides  excellent  information  about  how  to  approach  and  perform 
the  many  aspects  of  transition,  with  helpful  charts  and  forms.  (I  &  A) 

Gaylord-Ross,  R.  (Ed.).  (1988).  Vocational  Education  For  Persons 
With  Handicaps .  Mountain  View,  CA:  Mayfied  Publishing 
Company.  Phone:  800-433-1279. 

Describes  the  multifaceted  process  of  career  preparation,  including 
methods  from  teaching,  business,  counseling,  administration, 
psychology,  and  economics.  Contributors  provide  state-of-the-art 
information  about  the  practice  of  vocational  special  education, 
including  descriptions  of  exemplary  programs,  citations  of  current 
research,  legislation  and  policy  issues,  and  case  studies.  (I) 
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Greenwood,  R.  &  Johnson,  V.  A.  (1985).  Employer  Concerns 
Regarding  Workers  With  Disabilities .  Hot  Springs,  AR:  Arkansas 
Research  and  Training  Center  in  Vocational  Rehabilitation. 

This  book  details  a  study  that  looked  at  workers  with  differing 
disabilities  in  an  effort  to  discern  what  issues  were  of  importance  to 
prospective  employers.  (I) 

Horner,  R.  H.,  Meyer,  L.  H.  &  Fredericks,  H.S.B.  (Eds).  (1986). 
Education  Of  Learners  With  Severe  Handicaps .  Baltimore:  Paul 
H.  Brookes.  Includes  innovative  curricular  strategies  for  community- 
referenced  education  of  students  with  disabilities.  (A) 

Kendrick,  D.  (1993).  Jobs  To  Be  Proud  Of.  New  York:  American 
Foundation  for  the  Blind. 

This  book  consists  of  a  series  of  interviews  with  blind  and  visually 
impaired  people  performing  blue  collar  jobs.  (I  &  A) 

Kiernan,  W.E.  &  Stark,  J.A.  (Eds).  (1986).  Pathways  To 
Employment  For  Adults  With  Developmental  Disabilities. 
Baltimore:  Paul  H.  Brookes. 

Authorities  in  the  field  contributed  to  create  a  book  that  provides  a 
thorough  discussion  of  designs  and  strategies  to  make  employment  a 
reality  by  providing  a  new  conceptual  model  of  service.  (A) 

Kokaska,  C.J.,  Brolin,  D.E,  (1985).  Career  Education  For 
Handicapped  Individuals.  2nd  edition.  Columbus,  OH:  McGraw 
Hill.  Phone:  212-512-2000. 

This  book  depicts  career  education  as  a  sequence  of  planned  learning 
activities  that  prepare  individuals  to  participate  in  various 
occupational,  avocational,  family,  civic,  and  retirement  roles.  It 
examines  lifelong  career  development  needs  and  provides  a  mix  of 
daily  living,  personal-social,  and  occupational  activities  for 
elementary  students  through  adults.  (I) 
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Loumiet,  R.  &  Levack,  N.  (1991).  Independent  Living .  A 
Curriculum  With  Adaptations  For  Students  With  Visual 
Impairments .  Austin:  Texas  School  for  the  Blind  and  Visually 
Impaired,  1100  W.  45th  St.,  Austin,  TX  78756-3494.  Phone:  512- 
454-8631. 

A  three-volume  curriculum  covering  areas  of  social  competence,  self 
care  &  maintenance  of  personal  environment,  and  play  &  leisure 
skills.  (I  &  A) 

Mcloughlin,  C.  S.,  Garner,  J.  B.,  Callahan,  M.  (Eds.).  (1987). 
Getting  Employed,  Staying  Employed:  Job  Development  And 
Training  For  Persons  With  Severe  Handicaps .  Baltimore:  Paul  H. 
Brookes  Publishing  Company. 

Investigates  the  processes  involved  in  employing  systems  by  which 
employment  personnel  can  develop  jobs  in  integrated  settings,  and 
methods  for  facilitating  these  opportunities  for  persons  labeled 
“severely  handicapped.”  (A) 

National  Longitudinal  Transition  Study  of  Special  Education 
Students  (NLTS).  (1990).  SRI  International,  333  Ravenswood 
Avenue,  Menlo  Park,  CA  94025-3493.  Phone:  415-326-6200. 

Sponsored  by  a  grant  from  the  federal  government,  this  long-term 
study  of  life-outcomes  for  special  education  students  has  produced 
numerous  reports,  one  of  which  deals  specifically  with  youth 
categorized  as  Visually  Impaired  (Statistical  Almanac,  Volume  6). 
Call  or  write  for  publications  list.  (I  &  A) 

National  Occupational  Information  Coordinating  Committee. 
(1986).  Using  Labor  Market  Information  In  Career  Exploration 
And  Decision  Making .  Garrett  Park,  MD:  Garrett  Park  Press. 

An  excellent  facilitator  resource  that  discusses  career  development 
theory  as  well  as  materials,  services,  and  resources  available  to  the 
general  population.  (I) 
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Powell,  T.H.,  Pancsofar,  E.L.,  Steere,  D.E.,  Butterworth,  J., 
Itzkowitz,  J.S.,  &  Rainforth,  B.  (1991).  Supported  Employment: 
Providing  Integrated  Employment  Opportunities  For  Persons  With 
Disabilities .  New  York:  Longman.  Phone:  800-552-2259. 

Provides  a  foundation  for  implementing  supported  employment 
services,  and  discusses  minimum  standards  for  programs.  Eighteen 
chapters  cover  essential  ingredients  for  comprehensive  supported 
employment  services.  (A) 

Rabby,  R.  &  Croft,  D.  (1989).  Take  Charge:  A  Strategic  Guide  For 
Blind  Job  Seekers .  Boston,  MA:  National  Braille  Press. 

The  authors  provide  interesting  activities  for  self-exploration  and 
discuss  issues  related  to  accessing  the  labor  market  with  a  visual 
disability.  (I) 

Sacks,  S.  &  McCallum,  B.J.  (Eds).  (1994).  Social  Skills 
Curriculum  For  Children  With  Visual  Impairment  CA:  Santa 
Clara  County  Schools. 

Divided  into  three  ages  groupings:  preschool,  elementary,  and 
secondary.  Offers  goals  and  objectives  for  social  skill  development,  as 
well  as  learning  activities.  (I  &  A) 

Secretary’s  Commission  on  Achieving  Necessary  Skills  (SCANS). 
(1992).  Learning  A  Living:  A  Blueprint  For  High  Performance .  A 
SCANS  Report  For  America  2000.  Washington:  U.S.  Department 
of  Labor.  Phone:  800-688-9889. 

This  is  a  report  that  presents  data  that  reflects  what  qualities  and  skills 
employers  are  looking  for  when  hiring  high  school  graduates.  (I  &  A) 
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Wegman,  R.  &  Chapman,  R.  (1990).  The  Right  Place  At  The 
Right  Time:  Finding  A  Job  In  The  1990s .  Berkeley,  CA:  Ten 
Speed  Press. 

This  is  another  job-seeking  skills  handbook  written  for  the  general 
public  that  has  some  interesting  labor  market  statistics  and 
information  about  effective  job  search  strategies.  (I) 

Wehman,  P.  (1992).  Life  Beyond  The  Classroom .  Baltimore:  Paul 
H.  Brookes. 

Helpful  guide  to  planning,  designing,  and  implementing  successful 
transition  programs  for  students  with  disabilities.  (A) 

Wilcox,  B.  &  Bellamy,  G.T.  (1982).  Design  Of  High  School 
Programs  For  Severely  Handicapped  Students .  Baltimore:  Paul  H. 
Brookes. 

Integrates  best  practices  and  promising  approaches  to  result  in  more 
effective,  efficient,  integrated,  and  humanizing  service  models  for 
severely  handicapped  students.  (A) 
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RESOURCES 

Videos 

Braille  Literacy  At  Work.  (1994).  Sally  S.  Mangold,  Ph.D.,  Mary 
Ellen  Pesavento,  M.A.  Castro  Valley,  CA:  Sally  S.  Mangold  & 
Mary  Ellen  Pesavento. 

This  video  presents  a  number  of  workers  who  are  blind  as  they 
discuss  the  way  that  braille  assists  them  in  performing  their  jobs.  28 
minutes.  (I) 

Focused...On  Social  Skills  Development.  Assessment  Techniques- 
Children  And  Youth  With  Visual  Disabilities.  (1996).  Available 
from  Karen  Wolffe,  Ph.D.  Phone:  888-FOCUS  SW  (362-8779)  or 
from  Sharon  Sacks,  Ph.D.  Phone:  888-FOCUS  NW  (362-8769). 

Explores  the  rationale  for  social  skills  assessment  and  details 
methodologies.  Viewers  have  the  opportunity  to  see  the  assessment 
process  applied  with  children  and  youth  with  visual  disabilities.  21 
minutes.  (I) 

Focused...On  Social  Skills  Development.  Importance  And  Need 
For  Social  Skills  In  The  Lives  Of  People  With  Visual  Disabilities. 
(1996).  Available  from  Karen  Wolffe,  Ph.D.  Phone:  888-FOCUS 
SW  (362-8779)  or  from  Sharon  Sacks,  Ph.D.  Phone:  888-FOCUS 
NW  (362-8769). 

Introduces  viewers  to  the  importance  of  social  skills  for  individuals 
with  visual  disabilities.  Social  skills  development  theories  are  briefly 
described.  Numerous  children  and  youth  with  visual  disabilities 
demonstrate  social  competence.  Three  adults  with  visual  impairments 
discuss  their  reliance  on  social  skills  to  develop  and  maintain 
relationships  and  live  satisfying  lives.  26  minutes.  (I) 
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Insight  Series.  Bridges  to  INDEPENDENCE.  (1991).  Braille 
Institute  of  America,  741  N.  Vermont  Ave.,  Los  Angeles,  CA 
90029.  1 -800-BRAILLE.  RCA/Columbia  Pictures  Home  Video, 
3500  W.  Olive  Ave.,  Burbank,  CA  91505.  ISBN  0-8001-08773-6. 

This  video  provides  information  to  visually  impaired  teens,  their 
parents  and  the  professionals  who  serve  them  on  such  topics  as 
developing  social  skills,  communication  techniques,  self-esteem, 
mainstreaming  teens  into  group  activities,  independent  living  skills, 
and  building  a  team  in  order  to  discover  and  experience  everyday 
surroundings.  27  minutes.  (i) 

Insight  Series.  Work  Sight.(1991).  Braille  Institute  of  America, 
741  N.  Vermont  Ave.,  Los  Angeles,  CA  90029.  1 -800-BRAILLE. 
RCA/Columbia  Pictures  Home  Video,  3500  W.  Olive  Ave., 
Burbank,  CA  91505.  ISBN  0-8001-0872-8. 

This  video  looks  at  how  employers  and  visually  impaired  job  seekers 
can  benefit  from  forming  a  partnership  in  the  workplace.  It  also 
shows  that  being  visually  impaired  does  not  have  to  be  a  barrier  to 
finding  a  job.  Intended  audience  is  teenagers. 

27  minutes.  (i) 

Transition  From  A  Summer  Work  Experience  Program  To 
Adulthood.  (1987).  Oregon  Commission  for  the  Blind,  535  S.E.  12 
Avenue,  Portland,  OR  97214.  Phone:  503-731-3230. 

Profiles  four  visually  impaired  adults  who  were  featured  ten  years 
earlier  in  a  film,  On  My  Own ,  documenting  their  participation  in  a 
summer  work  program.  They  are  interviewed  on  this  video,  ten  years 
later,  discussing  job  skills,  social  skills,  independent  living  skills,  and 
the  role  of  self-confidence  in  the  workplace. 

14  minutes.  a) 


117 


RESOURCES 

Assessments 


Career  Occupational  Preference  System  (COPS).  EdITS,  P.O.  Box 
7234,  San  Diego,  CA  92107.  Phone:  619-222-1666.  MEDIA:  lp 

Self-Directed  Search  (SDS),  Form  R.  Psychological  Assessment 
Resources,  Inc.,  P.O.  Box  998,  Odessa,  FL  33556  Phone:  800-33 1  - 
TEST  (8378).  MEDIA:  b,  d 
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RESOURCES 
Sources  For  Aids  And  Appliances 

This  list  contains  selected  national  vendors— many  states  and 
provinces  have  local  vendors,  as  well.  Contact  for  catalog. 

American  Printing  House  for  the  Blind,  P.O.  Box  6085,  1839 
Frankfort  Avenue,  Louisville,  KY,  40206-0085.  Phone:  502-895- 
2405;  800-223-1839.  Fax:  502-899-2274. 

Ann  Morris  Enterprises,  Inc.,  890  Farms  Court,  East  Meadow,  New 
York,  11554-5101.  Phone:  516-292-9232.  Fax:  516-564-9692. 

Exceptional  Teaching  Aids,  20102  Woodbine  Avenue,  Castro  Valley, 
CA,  94546.  Phone:  800-549-6999. 

Howe  Press  of  Perkins  School  for  the  Blind,  175  North  Beacon  St., 
Watertown,  MA,  02172.  Phone:  617-924-3490.  Fax:  617-926-2027. 

Independent  Living  Aids,  Inc.,  27  East  Mall,  Plainview,  NY,  1 1 803- 
4404.  Phone:  516-752-8080;  800-537-2118.  Fax:516-752-3135. 

Low  Vision  Products,  36-20  Northern  Blvd.,  Long  Island,  NY, 

11101.  Phone:  800-829-0500. 

LS  &  S  Group,  Inc.,  P.O.  Box  673,  Northbrook,  IL,  60065.  Phone: 
800-468-4789.  Fax:  847-498-1482. 

Maxi-Aids,  42  Executive  Boulevard,  P.O.  Box  3209,  Farmingdale, 
NY,  11735.  Phone:  800-522-6294.  Fax:  516-752-0689. 

Science  Products,  P.O.  Box  888,  Southeastern,  PA  19399.  Phone: 
800-888-7400;  800-222-2148.  Fax:  215-296-0488. 
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Contact  for  catalogs  of  available  publications. 


RESOURCES 

Publishers 


AFB  Press,  1 1  Penn  Plaza,  Suite  300,  New  York,  NY,  10001.  Phone: 
212-502-7650.  Fax:  212-502-7774. 

American  Printing  House  for  the  Blind,  Inc.,  1839  Frankfort  Ave., 
P.O.  Box  6085,  Louisville,  KY,  40206-0085.  Phone:  502-895-2405; 
800-223-1839.  Fax:502-899-2274  E-mail:  info@aph.org. 

Braille  Institute  Press,  741  N.  Vermont  Avenue,  Los  Angeles,  CA, 
90029.  Phone:  213-663-1111. 

Paul  H.  Brookes  Publishing  Co.,  Box  10624,  Baltimore,  MD, 
21285-0624.  Phone:  410-337-9580;  800-638-3775.  Fax:  410-337- 
8539. 

Council  for  Exceptional  Children,  1920  Association  Dr.,  Reston, 
VA,  22091.  Phone:  703-620-3660;  800-232-7323.  Fax:  703-264- 
9494. 

Garrett  Park  Press,  P.O.  Box  190M,  Garret  Park,  MD,  20896. 
Phone:  301-946-2553. 

JIST  Works  Inc.,  720  N.  Park  Ave.,  Indianapolis,  IN,  46202-3431. 
Phone:  317-264-3720;  800-648-5478.  Fax:  317-264-3709. 

National  Braille  Press,  88  Saint  Stephen  St.,  Boston  MA  02115. 
Phone:  617-266-6160.  Fax:  617-437-0456.  E-mail: 
dcroft@world.std.com. 
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Peterson’s  Guides,  Box  2123,  Princeton,  NJ,  08543-2123.  Phone: 
609-243-9111;  800-338-3282.  Fax:  609-452-0966. 

PRO-ED,  8700  Shoal  Creek  Blvd.,  Austin,  TX,  78757-6897.  Phone: 
512-451-3246.  Fax:  512-451-8542. 

Psychological  Assessment  Resources,  Inc.,  P.O.  Box  998,  Odessa  , 
FL,  33556.  Phone:  800-331-8378.  Fax:  800-727-9329. 

Ten  Speed  Press,  Box  7123,  Berkeley,  CA,  94707.  Phone:  510-559- 
1600;  800-841 -BOOK  (2665).  Fax:  510-524-1052. 

U.S.  Department  of  Labor,  U.S.  Government  Printing  Office, 
Washington,  D.C.,  20402.  Phone:  202-512-1800;  202-512-0000;  800- 
688-9889. 
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RESOURCES 
Transcription  Services 

Braille  Institute,  741  N.  Vermont  Avenue,  Los  Angeles,  CA,  90029. 
Phone:  213-663-1111;  800-BRAILLE  (272-4553). 

Jewish  Braille  Institute  of  America,  110  East  30th  St.,  New  York, 
NY,  10016.  Phone:  212-889-2525;  800-433-1531. 

Library  Reproduction  Service,  Microfilm  Company  of  California, 
1977  S.  Los  Angeles  Street,  Los  Angeles,  CA,  90011.  Phone:  213- 
749-2463;  800-255-5002. 

National  Braille  Association,  3  Townline  Circle,  Rochester,  NY, 
14623-2513.  Phone:  716-427-8260. 

Recording  for  the  Blind  and  Dyslexic  (RFBD),  20  Roszel  Rd., 
Princeton,  NJ,  08540.  Phone:  609-452-0606;  800-221-4792.  Fax: 
609-987-8116. 

Recording  Services  for  the  Visually  Handicapped,  P.O.  Box  610, 
Falls  Church,  VA,  22040.  Phone:  703-533-7413.  Check  with  RFBD 
first.  If  they  cannot  fulfill  your  request,  contact  this  organization. 
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RESOURCES 
Toll-free  Phone  Number  Quick  List 


ABLEDATA 

800-227-0216 

American  Council  of  the  Blind 

800-424-8666 

American  Foundation  for  the  Blind 

800-232-5463 

American  Printing  House  for  the  Blind 

800-223-1839 

AT&T  Accessible  Communications  Center 

800-233-1222 

Council  for  Exceptional  Children 
(membership) 

800-845-6232 

ERIC  Clearinghouse  on  Adult,  Career 
&  Vocational  Education 

800-848-4815 

Federal  Student  Financial  Aid  Information 

800-433-3243 

Higher  Ed.  and  the  Handicapped 
(HEATH)  Resource  Center 

800-544-3284 

Job  Accommodation  Network 

800-526-7234 

Job  Opportunities  for  the  Blind 

800-638-7518 

National  Information  Center  for 

Children  &  Youth  with  Handicaps 

800-695-0285 

National  Library  Service  for  the  Blind  and 
Physically  Handicapped 

800-424-8567 
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National  Rehabilitation  Information  Center 

Recording  for  the  Blind  and  Dyslexic 

Social  Security  Administration 

US  Dept,  of  Education  Information  Office 

Vocational  Rehabilitation  Hotline 

U.S.  Equal  Employment  Opportunity 
Commission 


800-346-2742 

800-221-4792 

800-772-1213 

800-424-1616 

800-222-5627 

800-669-3362 
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FORMS 


Permission  is  granted  to  reproduce  forms. 


Vocational  Profile  Form  for  Youths 
Who  Are  Blind  and  Visually  Impaired  * 


GENERAL  INFORMATION 

Individual’s  Name: _ Date  of  Assessment: 

Date  of  Birth: _ Social  Security  Number: _ 

Current  Program  or  Status: _ 

Brief  Description  of  Disability: _ 


Contact  Person: _ 

Address: _ 

Telephone  Number: _ 

Name  of  Person  Completing  Form: 
Telephone  Number: _ 


Please  check  all  sources  of  data  information  used  to  complete  this  assessment. 

Check  all  appropriate  responses. 


school  records 
psychological  records 

medical  records 

vocational  records 
other  (please  specify) 


interview 

interview  with  family 
member 

interview  with  friends  or 
advocate 

interview  service  provider 
other  (please  specify) 


observation  in  school  setting 
observation  in  vocational  setting 
observation  in  residential  setting 
observation  in  community  setting 
other  (please  specify) 


*  Adapted  from:  Everson,  J.  (Ed.).  (1995).  Transition  services  for  youths  who  are  deaf  blind: 
A  “best  practices”  guide  for  educators.  Sands  Point,  NY:  Helen  Keller  National  Center, 
Technical  Assistance  Center. 


II.  FOLLOWING  A  REVIEW  OF  THE  INDIVIDUAL’S  SCHOOL, 
PSYCHOLOGICAL,  MEDICAL,  AND  VOCATIONAL  RECORDS;  INTERVIEWS 
WITH  THE  INDIVIDUAL,  FAMILY  MEMBERS,  AND  SERVICE  PROVIDERS; 
AND  ONE  OR  MORE  OBSERVATIONS  OF  THE  INDIVIDUAL  IN  A  VARIETY  OF 
SETTINGS,  INDICATE  THE  MOST  APPROPRIATE  RESPONSE(S)  FOR  EACH 
ITEM  PLEASE  CHECK  ALL  THAT  APPLY.  PLEASE  ANSWER  EACH  QUESTION 
USING  ALL  AVAILABLE  INFORMATION  AND  DATA. 


1.  AVAILABILITY: 

Will  work  Will  work  Will  work  Will  work 

weekends  evenings  part-time  full-time 


Comments: _ 

2.  TRANSPORTATION: 

Access  to  Lives  on  bus  Family  will  Will  walk  Will  transport 

specialized  transit  route  or  subway  transport  self 

services  route 


Comments: 


3 .  INDEPENDENT  STREET  CROSSING  SKILLS: 


None 


Crosses  2  lane 
street  with  light 


Crosses  2  lane 
street  without 
light 


Crosses  4  lane 
street  with  light 


Crosses  4  lane 
street  without 
light 


Comments: _ 

4.  INITIA  TIVE /MOTIVA  TION: 

Avoids  next  task  Waits  for  directions  Sometimes  volunteers  Always  seeks  work 


Comments: 


5. 


STRENGTH:  LIFTING  AND  CARRYING 


Poor 

(4  -  9  lbs.) 


Fair 

(10-25  lbs.) 


Average 
(26  -  49  lbs.) 


Strong 
(50  lbs.) 


Comments: _ _ _ _ 

6.  ENDURANCE: 

Works  <  2  hours;  Works  2-3  hours;  Works  3-4  hours;  Works  >  4  hours; 
No  breaks  No  breaks  No  breaks  No  breaks 


Comments: _ 

7.  ORIENTATION: 

Small  areas  of  a  One  room  Several  Building-wide  Community- 

room  only  Rooms  wide 


Comments: 


8.  MOBILITY: 


Uses  sighted  Uses  trailing  Uses  cane 
guide 


Uses  guide 
dog 


Uses 

wheelchair/ 

walker 


Uses 

electronic 
travel  aids 


Comments: _ 

9.  INDEPENDENT  MOVEMENT: 

Rarely  moves  Moves  easily  in  an  With  a  few  In  congested 

independently  empty  room  people/obstructions  areas 


Comments: 


1 0.  INDEPENDENT  WORK  RA  TE  (WITHOUT  PROMPTS  OR  CUES): 


Slow  Average,  steady  Above  average/  Consistent,  fast 

pace  sometimes  fast  pace 


Comments: _ _ _ 

11.  APPEARANCE: 

Unkempt/poor  Unkempt/good  Neat/clean,  but  Neat/clean,  and 

hygiene  hygiene  unmatched  clothing  matched  clothing 


Comments: _ 

12.  COMMUNICATION: 

Uses  gestures/  Uses  basic  Uses  Communicates  Uses 

vocalizations  signs  communication  clearly  in  signs  speech 

cards/book/ 
assistive  devices 


Comments: _ 

13.  SOCIAL  INTERA  CTIONS: 

Responds 
appropriately 
and  frequently 


Responds 
inappropriately 
and  frequently 


Responds 
inappropriately 
but  infrequently 


Responds 
appropriately 
but  infrequently 


Comments: _ 

14.  UNUSUAL  BEHA  VIOR: 

Many  unusual  behaviors  Few  unusual  behaviors  No  unusual  behaviors 


Comments: 


15.  ATTENTION  TO  TASK / PERSEVERANCE: 


Frequent  prompts 
required 


Intermittent  prompts/ 
high  supervision 
required 


Intermittent  prompts/ 
low  supervision 
required 


Infrequent  prompts/ 
low  supervision 
required 


Comments: 


16.  SEQUENCING  OF  JOB  DUTIES: 

Cannot  perform  tasks  Performs  2-3  tasks  Performs  4-6  tasks  Performs  more 

in  sequence  in  sequence  in  sequence  than  7  tasks  in 

sequence 


Comments: _ 

1 7.  ADAPTING  TO  CHANGE: 

Rigid  routine  required  Adapts  to  change  with  Adapts  to  change  with  Adapts  to 

great  difficulty  some  difficulty  change 


Comments : _ 

18.  REINFORCEMENT  NEEDS: 

Frequent  Reinforcement  Reinforcement  Pay  check  sufficient 

reinforcement  daily  weekly  reinforcement 

throughout  tasks 


Comments: 


19.  DISCRIMINATION  SKILLS: 


Cannot  distinguish 
between  work  supplies 
even  with  tactual  cue 


Distinguishes  between 
work  supplies 
with  a  tactual  cue 


Distinguishes  between 
work  supplies 
without  a  tactual  cue 


Comments: 


2  0.  TIME  A  WARENESS: 


Unaware  of  time  and  Identifies  breaks  Can  tell  time  to  Can  tell  time  in 
clock  function  and  lunch  the  hour  hours  and  minutes 


Comments: 


2 1 .  FUNCTIONAL  READING: 

None  Sight  words/  Simple  reading,  Fluent  reading,  Reads  Reads 
symbols  print  print  Braille,  Braille, 

Grade  1  Grade  2 


Comments : _ 

22.  FUNCTIONAL  MA  TH: 

None  Simple  counting  Simple  addition/  Complex 

subtraction  computational  skills 


Comments: 


23.  HANDLING  CRITICISM / STRESS: 

Resistant/  Withdraws  into  Accepts  Accepts  criticism/ 

argumentative  silence  criticism/does  changes  behavior 

change  behavior 


Comments : _ 

24.  A  CTS/ SPEAKS  A  GGRESSIVEL  Y: 

Hourly  Daily  Weekly  Monthly  Never 


Comments: 
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25.  DISTANCE  VISION: 


Can  visually  locate  or  read:  Not  at  all  5  feet  10  feet  20  feet 


•  Large  objects  (furniture,  people)  _  _  _  _ 

•  Small  objects  (food  item,  work 

pieces)  _  _  _  _ 

•  Indoor/outdoors  signs  (rest  room, 

office  numbers,  exit)  _  _  _  _ 

Comments : _ 

26.  DEPTH  PERCEPTION: 

When  reaching  for  an  object: 

Needs  many  tries  to  get  it  Needs  a  few  tries  Gets  it  on  first  try 


Comments: _ 

27.  VISUAL  FIELDS: 

When  walking:  Very  Often  Sometimes  Rarely 

•  Trips  over  curbs, 
uneven  walkways; 

uneasy  on  stairs  _  _  _ 

•  Bumps  into  walls, 
other  people, 

protruding  objects  _  _  _ 


Comments: 


28. 


NEAR  VISION: 


Can  see/read/identify  visually: 

watch  _ 

clock  _ 

paper  money  _ 

coins  _ 

telephone  directory  _ 

price  tags  _ 

newspaper  headlines  _ 

newspaper  print  _ 

computer  screen  _ 

other  _ 

Comments: _ 

29.  LIGHTING: 

Has  difficulty  with: 

bright  light/glare  _  adjusting  to  change 

in  lighting 

dimly  lit  areas  _  night  blindness 

Comments: _ 

30.  COLORS: 

Identifies  colors  _ 

Confuses  similar  colors  (e.g.,  blue  and  black)  _ 

Sees  better  if  background  is  contrasting  color  _ 

Comments:  _ _ 


III.  PLEASE  SUMMARIZE  ALL  AVAILABLE  DATA  AND  INFORMATION  IN 
EACH  OF  THESE  AREAS. 


1.  Medical  History  (Describe  vision  loss  and  medical  stability): 


2.  Residential  History: 


3.  Family  Support  Available: 


4.  Financial  Needs  of  Applicant: 


5.  Friends  and  Social  Group: 


6.  General  Employment  Near  Home: 


7.  Informal  Work  Performed  at  Home: 


8.  Paid  Employment  Experiences: 


9.  Type  of  Work  The  Applicant  Wants  to  Do: 


IV.  DESCRIPTION  OF  “IDEAL”  EMPLOYMENT  SITUATION 

(This  is  a  composite,  narrative,  or  graphic  description  based  on  input  by  applicant, 
parents/guardians,  service  agency  staff,  and  data  information  from  assessment.) 


I 
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Job  Site  Observation  Form 


Name: 

Date: 

Job  Title: 

Name  of  Worker(s)  Observed: 

Observation  Site  (include  address/phone): 

General  Observations  (include  information  about  physical  layout, 
lighting,  space,  office  arrangements;  number  and  type  of  workers; 
proximity  to  restaurants  for  lunch  options;  overall  pace  of  work 
environment;  neighborhood  safety;  transportation  options;  etc.): 


Job  Tasks  Observed  (include  information  about  frequency  and 
duration  of  tasks  performed;  physical,  mental,  emotional  strength 
required  to  perform;  note  whether  tasks  are  performed  independently 
or  in  groups;  note  amount  of  supervision  provided): 


! 

I 


PERSONAL 


Application  For  Employment 


Name 


Last 


First 


Middle 


Address _ 

No./Street 

Social  Security  # _ 

Position(s)  Applying  For _ 

How  Did  You  Learn  Of  This  Opening? _ 

Available  To  Work:  Full-time _ Part-time _ 

Date  You  Can  Start _ 

Have  You  Previously  Worked  For  This  Company? 


City 


_ T  elephone _ 

State  Zip 

Are  You  Under  Age  1 8? _ 

_ Expected  Pay  Rate _ 

Circle:  Hourly  Weekly 


Specify  days  and  hours 


Specify  dates  and  position 


WORK  HISTORY  (Begin  With  Most  Recent  Position) 


Employer 

Job  Duties 

Employment 

Dates 

Pay  Rate 

Reason  for 
Leaving 

Name 

Address 

Phone 

Supervisor 

Name 

Address 

Phone 

Supervisor 

Have  You  Ever  Been  Convicted  Of  A  Crime,  Other  Than  A  Minor  Traffic  Violation?  (Only 
Job  Related  Convictions  Are  Considered)  Yes _ No _ 

If  Yes,  Please  Explain _ 


[ 
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EDUCATIONAL  EXPERIENCE 


Circle  Last  Grade  Completed: 

8  or  less  9  10  11  12  GED 

Name  Of  School  _  Are  You  Currently  A  Student? 

Circle  Last  Year  Of  College,  Tech,  Or  Business  School: 

1  2  3  4  Graduated?  Yes  _  No _ 

Name  Of  School _ Major  Area  Of  Study _ 


APPLICANT’S  CERTIFICATION  AND  AGREEMENT 

I  hereby  certify  that  the  facts  set  forth  in  the  above  employment  application  are  true  and  complete 
to  the  best  of  my  knowledge.  I  understand  that  if  employed,  falsified  statements  on  this 
application  shall  be  considered  sufficient  cause  for  dismissal.  You  are  hereby  authorized  to  make 
an  investigation  of  my  personal  history  and  employment  record.  I  authorize  persons,  schools, 
current  employer  (if  applicable),  and  previous  employers  and  organizations  named  in  the 
application  (and  accompanying  resume,  if  any)  to  provide  company  with  any  relevant  information 
that  may  be  required  to  arrive  at  an  employment  decision. 


Signature 


Date 


Interviewer  Checklist 


Interviewer: 

Date: 

Interviewee: 


Impression  of  the  Student 

Good 

Average 

Needs 

Work 

Appearance 

Introduction 

Established  friendly  interaction  with 
interviewer 

Gave  brief,  clear  personal 
description 

Explained  work  experience  as 
relates  to  job 

Made  3  positive  statements  about 
self 

Paid  attention;  good  body  posture 
and  eye  contact 

Quality  of  answers  to  interviewer’s 
questions 

Quality  of  interviewee’s  questions  to 
interviewer 

Understanding  of  job  duties 

Knowledge  of  company 

Motivation  to  work 

Demonstration  of  interest  in  job 

Ability  to  “sell”  self 

Knowledge  of  next  steps  in  hiring 
process 

f 
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Worker  Evaluation 


Name  of  Employee: 

Evaluator: _ 

Date: 


Work  Behavior 

Good 

Average 

Needs 

Improvement 

Appearance 

Attendance 

Punctuality 

Cooperation 

Friendliness 

Participation 

Follows  instructions 

Productivity 

Quality  of  Work 

Doesn’t  let  personal 
problems  interfere 

Comments: 


STUDENT 

MANUAL 
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sure  you  have  completed  all  of  the  lessons  and  gotten  the  most 
out  of  the  unit.  Each  lesson  is  divided  into  three  sections: 
Information,  Assignment,  and  Example.  The  Student  Manual 
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keeping  up  with  your  appointments  and  due  dates  for  papers. 
However,  the  calendar  will  only  be  helpful  if  you  identify 
important  dates  with  it.  Even  if  you  use  an  electronic  notetaking 
device  with  a  built-in  calendar  to  keep  up  with  due  dates  and  such, 
a  hard  copy  calendar  can  be  a  helpful  reference  tool. 
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(#  7)!  This  section  can  be  used  for  any  number  of  things, 
depending  on  how  you  are  making  use  of  your  Tote  Case :  a 
binder,  a  large  print  or  braille  book,  a  laptop  computer,  or  even  a 
change  of  clothing  can  easily  fit  here!  Moving  your  hand  out  of 
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insert  and  remove  such  things  as  a  bus  or  train  pass  (#  17).  The 
pocket  closest  to  you  has  a  zipper  closure,  and  is  useful  for 
keeping  money  and  other  valuables  secure  (#  18).  The  pocket  to 
the  left  of  these  two  is  a  large,  padded  pocket  that  can  be  used  to 
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TOUR  OF  THE  TOTE  CASE  ORGANIZATIONAL  SKILLS 

Example  Information 
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of  organization  is  to  use  your  system  consistently,  making  it  a 
habit.  When  you  begin,  it  may  take  a  lot  of  thought  and  some 
reminders  from  others  for  you  to  use  your  system.  Because  of  this, 
it  is  good  to  check  frequently  to  see  how  well  your  system  is 
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You  will  notice  that  the  assignment  is  positioned  between  two  follow— they  will  help  you  make  sense  of  the  assignment, 

horizontal  lines.  Some  assignments  toward  the  end  of  the 
manual  will  be  set  between  broken  lines  instead  of  solid  lines  to 
indicate  that  they  will  be  used  specifically  for  a  job  search. 
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A  label  tape  adapter  is  available  from  companies  that  carry  the 
Perkins  Brailler,  such  as  MaxiAids  (see  Resources). 
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Work  Observations  file  cabinet,  or  an  expanding  file  folder. 

Job  Research  •  Keep  print  copies  of  your  assignments  in  the  same  folder  and 

Miscellaneous  (MISC)  paper  clip  or  staple  them  to  your  braille  copies. 
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any  dates  or  times  that  your  assignments  are  to  be  completed.  In 
general,  we  hope  that  you  are  continuing  to  construct  a  daily  ‘To 
Do”  list  and  using  the  features  of  your  Tote  Case  to  keep  you 
organized  and  on  track.  This  will  help  later,  when  your  habit  of 


SA  1  Here  is  a  diagram  and  a  description  of  each  ring,  starting  with 

PERSONAL  NETWORK  the  innermost  circle. 
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broaden  your  knowledge  base,  provide  you  with  new  or  different 
experiences,  help  you  relax  or  feel  good,  and  because  you  enjoy 
them. 
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Examples  of  skills  include:  using  a  computer,  washing 
vehicles,  cleaning,  cooking,  caring  for  pets,  baby-sitting,  doing 
research,  making  things,  gardening,  helping  others,  using  basic 
hand  tools,  using  power  equipment,  reading  and  writing,  and  math. 
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SA  5  SA  6 

Example  PORTFOLIO  DATA  COLLECTION 

Work  Personality  Profile  .  Information 
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Ribbons,  trophies,  other  awards. 

Brochures  of  camps,  workshops,  special  classes,  and  other 
activities  in  which  you’ve  participated. 
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as  you  narrow  down  the  type  of  job  you  are  seeking  and  its 
requirements,  you  can  use  things  from  your  portfolio  file 
collection  to  assemble  some  pieces  of  information  that,  when 
whipped  out  of  your  Tote  Case  during  the  interview,  really  wow 
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Example  SUMMARY  CHECKLIST 
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Understand  characteristics  of  skills  (definition,  how  to 
identify,  examples,  etc.) 

Completed  “10  Skills”  assignment. 


SA  4:  VALUES 

_  Understand  characteristics  of  values  (definition,  how  to 

identify,  examples,  etc.) 

_  Completed  “10  Values”  assignment. 
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hours,  the  environment  (inside  or  outside,  noisy  or  quiet,  sitting 
or  running  around,  clean  or  dirty,  and  so  forth),  job  duties,  what 
kind  of  supervision  they  have,  and  anything  else  you  can  think 
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officer,  paralegal  assistant,  cosmetologist,  recreation  leader,  exercise  that  you  did  in  the  Self-Awareness  unit  (SA  5)  to  refresh 

respiratory  therapist,  caseworker,  hearing  officer,  bartender  your  memory  at  this  point.  You  will  want  to  use  your  Holland 

code  as  you  approach  the  research  tasks  you  will  do  as  a  part  of 
the  work  in  this  lesson.  Many  school  and  public  libraries  have  in 
their  collections  the  Dictionary  of  Holland  Occupational  Codes 
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information  about  how  these  individuals  secured  their  jobs  and 
what  accommodations  they  use  to  perform  on-the-job.  Check  the 
Resources  unit  for  contact  information. 

Most  public  and  university  libraries  have  extensive  holdings 
in  the  areas  of  career  exploration  and  job  searches.  These  include 
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ASSIGNMENT  WE  3 

Investigative  Interview  Example  1 

Call  one  of  the  source  agencies  listed  above  to  inquire  about  Investigative  Interview 

names  of  people  performing  3  jobs  you  listed  in  WE  1  (or  others  _ _ _ _ _____ 
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people  waiting  to  check-out.  All  the  workers  were  real  nice  to  me. 
They  asked  me  what  school  I  attend  and  if  I  would  graduate  soon 
(I  told  them  I  was  only  a  freshman,  but  that  I  planned  to  graduate 
in  the  year  2000.  One  man  laughed  and  said  he  hoped  he’d  still  be 
alive  that  far  in  the  future!)  There  are  some  other  high  school 
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Completed  “Job  Analysis”  assignment. 
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Because  some  of  the  assignments  you  produce  out  of  this  unit 
will  be  used  in  an  actual  job  search,  you  might  want  to  change 
your  labeling  and  filing  system  for  those  specific  assignments.  For 
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on  the  bus  and  I  know  the  schedule  well  enough  to  let  you  know 
that  transportation  to  and  from  this  job  will  not  be  a  problem.”  Or, 
“I’m  sure  you  have  realized  that  I  am  totally  blind.  1  have  been 
blind  all  of  my  life  and  have  learned  skills  like  reading  and  writing 


in  braille  and  traveling  with  my  cane.  I  won’t  have  any  trouble  JS  2 

communicating  with  you  or  my  co-workers  using  print  because  I  Example 

can  type  messages  to  you  on  my  computer  and  print  them  out  for  My  Disability  Statement 

you  whenever  you  need  them.  Likewise,  if  you  will  leave  me  _ 
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Do  not  include  personal  information  like  how  tall  you  are  or 
how  old  you  are-it’s  not  job  relevant  and  just  looks  like  you’re 
trying  to  fill  up  space! 
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Special  Skills 

Computer  literate  (IBM  and  Macintosh  computers) 

Skilled  in  the  use  of  WordPerfect  5. 1 , 6.0;  Word  6.0;  FoxPro; 
and  Quicken,  Microsoft  Works 
Well-organized  and  attentive  to  details 
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Labor,  is  available  between  the  hours  of  12:30  and  5:00  Eastern 
Standard  Time  by  calling  (800)  638-7518.  Almost  every  town  has 
a  state  employment  office;  sometimes  they  can  help  with 
placement.  Agencies  such  as  Vocational  Rehabilitation  can  also 
help. 
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it  is  important  to  let  the  person  know  that  you  really  want  to  work 
and  will  do  what  it  takes  to  get  a  job! 

If  you  go  to  the  business  in  person  to  pick  up  an  application, 
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general  information  about  the  business  such  as  its  hours  of 
operation,  the  name  and  title  of  the  specific  person  who  will  be 
hiring  for  the  job,  and  whether  there  is  a  dress  code. 

Some  jobs  require  that  you  take  a  test  as  part  of  the 
application  process,  such  as  a  typing,  math,  reading,  or  spelling 
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Have  You  Ever  Been  Convicted  Of  A  Crime,  Other  Than  A  Minor  Traffic  Violation?  Only  Job 
Related  Convictions  Are  Considered)  Yes _ No  j/ 

If  Yes,  Please  Explain _ _ _ 
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a  lot,  if  you  walk  into  the  interview  knowing  something  about  the 
business,  the  employer  will  be  impressed!  Out  of  your  research, 
come  up  with  one  good  job-related  question  that  you  can  ask 
during  the  interview. 
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question.  Remember  to  link  your  skills  and  personal  qualities  to 
the  job  whenever  possible,  making  clear  the  fit  between  you  and 
the  job. ..try  to  come  up  with  3  reasons  why  you’re  the  person  for 
the  job. 
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the  company,  ask  for  the  person  who  interviewed  you,  and  politely 
inquire  as  to  where  they  are  in  their  decision-making  process 
regarding  the  job.  Ask  if  you  can  furnish  any  additional 
information,  and  say  again  how  much  you  appreciated  the 
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•  Start  practicing  your  answers  to  interview  questions!  (JS  9) 

•  Conduct  employer  research.  (JS  7) 
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Fact :  Almost  all  employers  surveyed  reject  the  argument  that 
workers  with  disabilities  don’t  fit  in  with  most  workers  without 
disabilities. 
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warrant  a  raise.  Be  prepared  to  give  examples  of  your  efforts  (your 
written  documentation  can  help  you  do  so!)  If  a  raise  or  promotion 
is  not  offered,  ask  when  you  can  expect  such  a  reward.  Make  a 
note  of  the  boss’s  response  and  follow-up  at  the  appropriate  time. 
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performance  and  five  being  outstanding  performance.  The 
employer  then  shares  her  rating  with  the  employee  and  they 
discuss  strategies  for  improving  the  evaluation  rating  over  time.  If 
there  are  horrendous  problems,  an  employer  may  put  an  employee 
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Information  (mortgage  or  rent)  for  future  reference. 
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